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List of Account Management Job Aids

Instructions: Scroll down to each job aid in this guide or use the links below to
navigate directly to the job aid.

Regqister for a New NSF Account

Working at Multiple Organizations or Moving to Another Organization

Navigating the Account Management Links

View and Edit My NSF Account Profile Information

Reqister a New Organization

Add a New Organizational Role

Add a New Organization-Approved Role — Principal Investigator Pl/Co-PI

e e o R A A

Add a New Organizational Role — Proposed Postdoctoral Fellow

L

View My Organizational Roles — Requested Role(s)

10. View My Organizational Roles — Active Role(s)

11. View My Users — Administrator Dashboard
12. Migrate Your Existing NSF Account

Reviewer Job Aids
1. Provide Reviewer Profile Information

2. View and Edit My NSF Reviewer Account Profile Information

3. View My Reviewer/Meeting Participant Information



https://www.research.gov/research-web/content/aboutaccountmanagement
mailto:rgov@nsf.gov

Account

Register for a New NSF Account



https://www.research.gov/research-web/content/aboutaccountmanagement
mailto:rgov@nsf.gov

Register for a New NSF Account

To submit proposals to the National Science Foundation (NSF) and conduct other award-related activities using NSF systems,
you must have an NSF ID. You may only have one NSF ID. This ID is a unique numerical identifier assigned to users by NSF
through the registration process outlined below. The NSF ID is yours for you to use no matter your affiliation(s) in the future.
Follow the step-by-step process to create a new NSF account.

Step 1: Confirm you do not have an existing NSF account

«  Access the NSF ID Lookup page to search for an existing NSF | }}e§gg};g}1§gv e Jresicir some | contact el | avout
account. FOR THE NSF COMMUNITY

+ If you forgot your password for an established NSF account, click Figure 1

here to retrieve it. Note that your email address can only be
associated with one NSF account (i.e., only one NSF ID per person).
* If you do have an existing NSF account and you know your password,
you can edit your account profile information by selecting the “My
Profile” option located on the top right of Research.gov homepage
after signing in. Click here for detailed information on “My Profile”

Account Registration

reioe N
+ If you do not have an existing NSF account, proceed to Step 2. | ™™ = 8 e

Step 2: Access the Account Registration page B S — -

* Open Research.gov

+ Click “Register” located at the top of the screen. (Figure 1) —— -

Step 3: Create a new NSF account Figure 2

» Input the requested account registration information. (Figure 2)

Important Note: Your primary email address will be used for NSF Preview Account Reglstration

account notifications including password resets. Please make sure you

Review your information for accuracy:

have ongoing access to this email account (e.g., a Gmail address). It is Name
critical that you have continued access to this email account, even if Dr John L Doe S1
you were to ever change organizations. Alternate Name(s)
«  Check the box to confirm that you are at least 13 years of age. f‘f”e Pm:def: »
(Figure 2) Jorl:nmdaor:@{::tleremazles:m
O Click “Save & Preview.” (Figure 2) Secondary Email Address
+  Verify that your account registration information is correct on the fonn@sos net
Preview Account Registration screen. (Figure 3) P
+ If you need to update your account registration information, select the Phone Number
“Edit” button to return to the previous screen. (123) 436 - 7690 ext. 2
*  Check the box to confirm you are not a robot and click “Submit.”
(Figure 3) ~
* You will receive an Account Registration Confirmation on the screen. m nat & robol
(Figure 4) —
«  Check the primary email account that you just used for two m Eat
messages: one containing your new NSF ID and another containing
your temporary password. Figure 3

» Click “Sign In” on Research.gov and enter your new NSF ID and
temporary password. (Figure 1)

* Follow the instructions to change your temporary password.

* You have successfully registered for a new NSF account!

Account Registration Confirmation

© Your account has been successfuly created

An activation email was sent to: ~ johndoe @testeremail com
Your NSF ID is:

Activation of the account s required to sign in. To activate your account, please go 1o your email to complete the registration process and obtain your temporary password

Step 4: Add a new organization role

Figure 4
* Now that you have an NSF account, you can add organizational roles

to your account profile. Click here for detailed instructions.

Important Note: Reviewers, GRFP Applicants, and GRFP Fellows will not
add an organizational role. GRFP-specific Account Management training
resources including guides and FAQs are available here.


https://www.research.gov/research-web/content/aboutaccountmanagement
mailto:rgov@nsf.gov
https://identity.research.gov/sso/services/forgotNSFID
https://identity.research.gov/sso/ui/NSFPWResetUserValidation?org=/research
https://identity.research.gov/sso/ui/NSFPWResetUserValidation?org=/research
https://www.research.gov/research-web/
https://www.research.gov/research-web/
https://www.research.gov/research-web/
https://www.research.gov/research-web/content/grfpaccount

Account

Working at Multiple Organizations or Moving
to Another Organization



https://www.research.gov/research-web/content/aboutaccountmanagement
mailto:rgov@nsf.gov

Working at Multiple Organizations or Moving to

Another Organization

It is National Science Foundation (NSF) policy that only one NSF account is allowed per user. If you already have an NSF
account, you MUST NOT register for a new NSF account even if you are working at multiple organizations, moving to another
organization, or working as a Postdoctoral Fellow. Instead, you can add roles to your existing NSF account.

You do NOT need a separate NSF account for each
organization you are affiliated with or a new NSF account | Add a New Role

when moving to a new organization or working as a For NSFID 000055052

POStdOCtoral Fe”OW. You must btain the appropriate role to access certain features. Review the role options below and make a selection. An organization can

also be added by selecting ‘Add Organizational Role

* You can have multiple organizations associated with your NSF
A . . Prepare Proposals and Manage Add and Manage Organizations
account, and you can add new roles from different organizations Awards
to your existing NSF account.

Principal Investigator (PI), co-Principal Investigator (co-Pl) Administrator (Admin), Authorized Organizational

. For more information about adding an Organization- Proposed Postdoctoral Fellow, Other Authorized User (OAU) Representative (AOR&T:x?:Er:;mjam Officer (SPO)
approved role from a new organization or adding the
Proposed Postdoctoral Fellow role, click here. @ Plico P, Postdoctoral Fellow and OAU role details @ Orgarizational role dotails
+ If you are associated with multiple organizations, be sure to o i
A A q q B\/A Manage Financials in Award Cash Register as a Graduate Research
update your deSIQnated anary Organlzatlon on the “View My Management Service (ACM$) Fellowship Program (GRFP) Official
Roles” page. For more information on changing your Primary
q 0 0 Awardee Preparer, Awardee Cerlifier, Awardee Financial Coordinating Official (CO), Alternate Coordinating Official
Organlzatlon, click here. Representative (Alt. CO), Financial Official (FO)
+ If you are leaving an organization, make sure the primary email
address on your NSF account profile is set to an email address (fT DA © GRF ol cotaid
you will continue to have access to after your departure (e.g., a
Gmail address). For more information on editing your NSF Figure 1

account profile, click here.

Adding a Pl role at a new organization to your existing
NSF account

Select Role Type b
+ Click “Sign In” located at the top right of Research.gov page.

Select a role type to prepare proposals.

» Enter your credentials (e.g., NSF ID and password) and click
“Sign In.” I O Principal Investigator (Pl) or co-Principal Investigator (co-P1) I

+ Click “My Profile” located at the top right of the screen. O Other Authorized User (OAU)

o]

Proposed Postdoctoral Fellow

* Click “Add a New Role” from the left navigation bar and the
“Add a New Role” page will display. (Figure 1)

Submit Cancel
* To request the Investigator role, click the blue “Add

Investigator or Authorized User Role” button located in the
“Prepare Proposals and Manage Awards” box. (Figure 1) Figure 2

+ Select “Principal Investigator (Pl) or co-Principal
Investigator (co-Pl)”, click “Submit” (Figure 2) and a four-step
role request leard will dlsplay (Flgure 3) Add a New Role to Prepare Proposals and Manage Awards

2. A Information 3 Chaose Role(s) 4 Reven

Step 1: Find Organization

Find Organization

Enter Uniqus Entty Identifier [UEI) 8 VihsLis s UET @ How can | e of

» Enter the organization’s System for Award Management (SAM) ==
issued Unique Entity Identifier (UEI) and click “Search” (Figure
3). If you already have an organization-approved role at NSF, MR
you can select the SAM UEI associated with your existing
organization from the drop-down menu. - [

» Verify the correct organization is displayed and click “Next”.
(Figure 3)

Note: For more information about SAM UElIs, please click here or
contact your Sponsored Projects Office (SPO).

Figure 3
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Another Organization (continued)

Working at Multiple Organizations or Moving to

Step 2: Add Information

+ Complete the required fields denoted by a red asterisk
(*) and click “Next”. (Figure 4)

Step 3: Choose Role(s)

»  The “Principal Investigator” role is pre-selected. Click
“Next”. (Figure 5)

Step 4: Review and Submit

* Review your information for accuracy and click “Submit”.
(Figure 6)

Success

* Your role request is sent to the listed Organizational
Contacts for review and approval. (Figure 7)

* You have successfully submitted a role request!

Important Note: Your Demographic Information will not be
shared with the listed Organizational Contacts when they
review and approve your role request.

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organizaion v

Add Information

*Required

Your Contact Details

Work Phone Number “WorkEmal @ ~Otner Email
@2 2 Otvr Prase Speci) o cos@testcon
‘Your Degree Information
proposas o NISF
* Highest Degree Type *Degree Year
D Docor o Phicsaphy RRED
‘Your Work Address
 Country
Unted Sstes
* Steet Adcress Steet Address (Line 2 Department Name.
123 Test St
oy - sae  Postal Code:
Atanta Georgia IR

Your Demographic Information

race, dsabiy

infomatin. read he Privacy ActSstement.

* Gender (Pleas
@ use

© Femsle

Figure 4

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organization v 2. Add Information v

Choose Role(s)

You will be registered for the following rale: @ Wnat is s rele?

# Principal Investioator/ co-Principal Investigator (PIico-P1)

Helpful Tips

*  Your primary email address is used for notifications about
your NSF account including password resets.

*  Your work email address is associated with all your roles
at a particular organization. It is used for role requests and
approval notifications as well as for proposal and award
related notifications.

*  The Degree Information section will be pre-populated if
you previously provided this information. If you update this
section, the change will be reflected within the
“Academic/Professional Information” tab in My Profile and
on the “Edit Your Contact Information” page on “View My
Roles” for all organizations where you have an
organization-approved Pl role.

» The Demographic Information section will be pre-
populated if you have already provided this information. If
you update this section, the demographic information
changes will be reflected for all organizations where you
have an organization-approved PI role and within the
“Demographic Information” tab in My Profile.

+ By default, the latest Pl role will be set to primary.

Figure 5

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organization v 2. Add Information v 3. Choose Role(s) v

Review

Your Contact Detalls

Organization Name: United States College

SAM Legal Business Name: UNITED STATES COLLEGE
Role: Principal Investigator /co-Principal Investigator

Work Email: Doc john(@rescarchedu

Work Phone Number: (123) 456-7890

Your Degree Information

Highest Degree Type: AS - Associate in Science
Degree Year: 2017

Your Work Address

Country: United States

Street Address: 1234 Street Address
Street Address (Line 2):
Department Name:

City: Alexandria

state: Caliornia

Postal Code: 90036

‘Your Demographic Information
Gender: Male

Race: White

Ethnicity: Not Hispanic or Latino

Do you have a disability?: No

Cancel

=

Fiqure 6

Add a New Role to Prepare Proposals and Manage Awards

© Success - your request has been forwarded to the organization contact(s) below. Check the status of this request on the View My Roles page.

[ —

Doe, John Administrator
Carey, Mariah SAMPOC
Jolie, Angelina SAMPOC
Do, Jane SAMPOC

Continue to My Profile

Add Additional Roles >
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ﬁé&,‘; Account Navigating the Account Management Links

The Account Management system includes screens for Administrators to manage user and organization information and
screens for users to self-manage their organizational roles and profile information. Access these screens and the functionality
by signing in to Research.gov and clicking on the “My Profile” link in the top right.

Access the left navigation bar in Account Management R earch.cov =)

«  Open Research.gov PoR THE NoF CommoniTy
+ Click “Sign In” located at the top right of the screen. (Figure Figure 1

1)

«  Enter your credentials (e.g., NSF ID and password) and click it TR
“Sign In.” (Figure 2)

NSF Account Organization Credentials @ Login.gov Credentials
Primary Email Address of NSF 1D Pick Your Organization

+  Click on “My Profile” located at the top right of the screen. : U LOGIN.GOV
(Figure 3)
= &

Password

Important Note: NSF enabled Login.gov to sign into
Research.gov in 2022. Use of Login.gov to sign into pr—— CA—
Research.gov is optional, and the research community is still able .

to use their NSF account or their organization-issued credentials
through the InCommon integration to sign into Research.gov. Figure 2
Users can use any of the three options to sign into Research.gov «
and will be navigated to the Research.gov homepage after ﬁﬁ?&ﬁgﬁhgﬂ  Wecoms st Logous e [ ot comace e vt

successful sign-in. This guide provides instructions for only the ; FOR e Nat COMMUNITY
“NSF Account” sign in option. Figure 3

Where do the left navigation bar links take me?

Account Management Link Functionality

My Profile / View/Edit My View and edit your profile, demographic and academic information

Profile

Change Password Change your Research.gov password

View My Roles View pending and active roles, and edit organizational contact information
Add a New Role Request a new role from an organization such as a Principal Investigator role
View My Users You will only see this link if you’re an Administrator of an organization.

Approve and disapprove role requests, add and remove user roles, add and remove users
from your organization, and invite users to create an NSF account so they can join your
organization

About Account Management  Access job aids, instructional videos, and FAQs to guide you through the Account
Management functionality
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View and Edit My NSF Account Profile
Information
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View and Edit My NSF Account Profile

Information

Once you have a National Science Foundation (NSF) account, you can view and edit your account profile information at any
time via the View/Edit My Profile page. Follow the step-by-step instructions below to update your account information including
contact information, demographic information, and professional information. Demographic Information is only displayed for
Principal Investigators (Pls) and reviewers.

Step 1: Access the View/Edit My Profile page

*  Open Research.gov
» Click “Sign In” located at the top right of the screen. (Figure 1)

ResearCh. GOV [E Register | Home | Contact | Help | About

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

Figure 1

*  Enter your credentials (e.g., NSF ID and password) and click “Sign | @ ys¢UserSigntn
In'” (Figure 2) NSF Account Organization Credentials @ Login.gov Credentials
» Click “My Profile” from the top right of the screen. (Figure 3) — e O LOGIN.GOV
Important Note: You can also access the View/Edit My Profile page | rww- = =
by clicking on “View/Edit Profile” located on the left navigation .
bar. (Figure 4)
Step 2: Edit your Contact Information o
+ Click “Edit” at the bottom of the Contact Information tab in the My Figure 2
Profile page. (Figure 5)
«  Enter your updated contact information and click “Save.” (Figure 6)|. Research.cov tcme st st gt i T i coat i | ot

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

Important Note:

« If you change your primary email address (i.e., the email address used to create your
NSF account), NSF will send you a verification email. You must verify the updated
email address within four hours or your account email address will revert back to your
last verified email address.

Figure 3
& Hide Menu

My Profile

View/Edit Profile
My Profile

For NSFID

Contact Information Demographic Information

@ Update your profile information here. If you have a role at an organization, you can update your organization-specific
information on View My Roles.

Change Password

Academic/Professional Information

Organizations and Roles

My Profile

For NSFID

View My Roles

Contact Information Demographic Information

Academic/Professional Information

information on View My Roles.

@ Update your profile information here. If you have a role at an organization, you can update your organization-speciic ‘

Name

Jane M Doe

Alternate Name(s)

None Provided

Primary Email Address @ (For NSF Account Password Recovery)
bjonas@tiu.edu

Secondary Email Address ©

None Provided

Phone Number

(830) 3726036

Edit

* Required

Prefix

Select Prefic

* First Name. Middie Name/initial *Last Name

Jane M Doe

Suffix

Select Suffix

Alternate Name(s) (Nickname, Former Name. =iz

* Primary Email Address @ (For NSF Azzount Pazswerd Rezevery)

Jane DoeTEST@test com

Secondary Email Address ©

Phone Number Extension

(1)

Add a New Role

Quick Links

About Account Management

Figure 4

Figure 5

Figure 6

another NSF account.

To ensure compliance with NSF’s policy of allowing only one
NSF account per user, you will not be able to save any email
addresses to your account profile that are associated with
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View and Edit My NSF Account Profile

Information (continued)

Step 3: Edit your Demographic Information
(Individuals with a Pl role and for reviewers only)

* Click “Edit” at the bottom of the Demographic
Information tab in the My Profile page. (Figure 7)

»  Enter your demographic information for Gender, Race,
Ethnicity and Disability status and click “Save.” (Figure
8)

Important Notes:

* Submission of the requested demographic
information is required for individuals with a PI role
and for reviewers. Until responses to all demographic
questions are provided, the “Save” button will be
disabled. (Figure 8)

* The “Other” option for the Race question will open an
optional free text field for entry. (Figure 8)

» Users without a Pl role or who are not reviewers will
not have the Demographic Information tab within “My
Profile.” (Figure 9)

My Profile

For NSFID

Contact i Demographi i demic/P

NSF asks for demographic data relating to gender, ethnicity/race and disability to gauge whether our programs and other
opportunities in science and technology are fairly reaching and benefiting everyone regardless of demographic category; and to
ensure that those in under-represented groups have the same knowledge of and access to programs, meatings, vacancies, and
other research and educational opportunities as everyone else. For more information, read the Privacy Act Statement

Gender

Unspecified, or another gender identity
Race

White

Ethnicity

Not Hispanic or Latino

Do you have a disability?
No

| Edit I

Figure 7

My Profile

For NSFID

Contact Information Academic/Professional Information

Name
John Doe

Alternate Name(s)
None Provided

Primary Email Address @ (For NSF Account Password Recovery)
john_doe@hbc.com

Secondary Email Address @

None Provided

Phone Number
None Provided

My Profile

For NSFID

Contact D i i AcademiciProfessional Information

NSF asks for demographic data relating to gender, ethnicity/race and disability to gauge whether our programs and other
opportunities in science and technology are fairy reaching and bensfiting everyone regardless of demographic category: and to
ensure that those in under-repi group! the same ige of and access to programs, meetings, vacancies, and
other research and educational apportunities as everyone else. For more information, read the Privacy Act Statement

* Required
* Gender (Please salect one) * Ethnicity (Please select one)
O Male J Hispanic or Latina €

2 Female & Not Hispanic or Latina
@ Unspecified, or ansther gender identity ) Do ot wish to provide

2 Do not wish to provide
* Race (Please select all that apply) * Do you have a disability? (Please select one)
Race Definilions @ What is considered a disability?
() American Indian or Alaska Native O Yes
() Asian & No
() Black or African American © Do not wish to provide
[ Native Hawaiian or Other Pacific

Islander

White

Qther (Please specify)

(Do nalwish o provide

“ e

Edit

Figure 9

Figure 8
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View and Edit My NSF Account Profile

Information (continued)

Step 4: Edit your Academic/Professional Information

+ Click “Edit” at the bottom of the Professional
Information tab in the My Profile page. (Figure 10)

«  Enter your updated academic and professional
information and click “Save”. (Figure 11)

Important Notes:

= Highest Degree and Area(s) of Expertise are
required for Pls and reviewers and optional for all
other users. (Figure 11)

= Upon selection of your Highest Degree, you will be
prompted to provide the Year Completed. (Figure
11)

= If your Area(s) of Expertise is not listed, you may
enter a free text entry using the “Other” option.
(Figure 12)

My Profile

For NSFID

Contact Information

A i i Information

@ Update your profile information here. If you have a role at an organization, you can update your organization-specific

Demographic

information on View My Roles

NSF asks for professional information to enable program officials to manage reviewer selection. as well as related merit review
functions. For more information, read the Privacy Act Statement

Highest Degree

ScD - Doclor of Science (1989)

Area(s) of Expertise

Zoology

Agricultural Enginesring

ORCID iD &

None Provided

Websites

Wehsites may be usad for NSF selestion of reviewars

testorg (£

I Edit |

Figure 10

My Profile

For NSFID

Contact D ic In i A Information

@ Update your profile information here. If you have a role at an organizafion, you can update your organization-specific
information on Wiew My Roles.

‘Area(s) of Experfise

Select up to five items that best describe your area(s) of expertise.
If your area of experiize is not listed. you may add your own by selecting “Cther (Please specify).”
* Area(s) of Expertise Add up fo five * Other (Please specify)

1. Other (Please specify) v Marine Biclogy

= Add Area of Expertise

MSF asks for prefessional information to enable program officials 1o manage reviewer selection. as well as relaled merit review
functions. For more information. read the Privacy Act Statement

* Required
Degree

* Highest Degree * Year Completed
ScD - Doctor of Science v 1988

Area(s) of Expertise

Select up to five items that best describe your area(s) of expertise
If your area of expertise is not listed, you may add your own by seleciing “Other (Please specify).”

* Area(s) of Expertise Add up to five
1.| Zoology v &

2.| Agricultural Engineering v "

+ Add Area of Expertise

Professional References

ORCID iD & 15-digits .2, 1224-1224-1224-1234

Websites (= g., Organizational faculty, staff profile. or professional website, Linkedin, Google Schedar)
Websites may be used for NSF selection of reviewers.

test.org

+ Add Website

m e

Figure 11

Figure 12
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View and Edit My NSF Account Profile

Information (continued)

@ Hide Mens

When updating my primary email, what do | do | E&&
if | accidentally delete the verification email —
sent by NSF? p——

My Profile

For NSFID|

Contact Information Demographic Information Academic/Professional Information

View My Roles

»  Select the “View/Edit My Profile” option. (Refer to s ee e

e a role at an you can update your

Quick Links

Step 1 in the View and Edit My NSF Account Profile

. . " About Account Management Meme
Information job aid) i
Alternate Name(s)
«  Within the Contact Information tab on the My st
Profile page, click “Pending Your Verification” S e
located to the right of the primary email address. i
(Figure 13) (o s 0
» Select “Click here to Resend the verification link
email.” (Figure 14) =]
* A new verification email will be sent to your pending Figure 13

primary email address (i.e., the updated email
address entered in Step 2 in the View and Edit My
NSF Account Profile Information job aid).

This is your informafion for your NSF account. If you need fo chang

Imgqrtant Note: NSI-? will send you a ver{'fication 40 50 ¢ testaccount@nsf gov is pending verfication. You X

email. You must verify the updated email address have four hours from the fime the change

within four hours or your account email address Name | necurmed to verify this email address, After four

will revert back to your last verified email address. Mr. Ald hours, the verification link will expire and the last
Altern: verified email, will

If the four hours have passed, the resend be repopulated as your primary email

verification email option will not be available and Profes, [Ficr e to Resend e vermcanon ik smai ]
you will need to restart the process by updating PriMaly e e e e e e
your email address again. (Refer to Step 2 in the testaccount@nst.gov €9 Pending Your Verification

View and Edit My NSF Account Profile Information

jOb aid) Figure 14
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Account View and Edit My NSF Account Profile

Information (continued)

How do | change my password?
Change Password

« Select the “View/Edit My Profile” option. (Refer to For Research.gov and FastLane
Step 1 on page 11)
S CIICk “Change Passwordn |Ocated |n the Ieft Enter your current password and then create a new password.

navigation bar. (Figure 13) Current Password Your password needs to:

° Update your password and CIiCk “Change © Have at least 8, but no more than 20 characters
Password.” (Figure 15) New Password © Avoid using spaces

© Meet 3 of the 4 rules:
At least one lowercase letter

»  Once your password is successfully changed, you will

Confirm Password

receive a password change notification on the screen. Atleast one capital leter
. At least one number
(Flgu re 1 6) At least one of the permitted special characters # & % ! @ ()
*  You have successfully changed your password! Note: you canotre-se yourlast passwords

Change Password J| Cancel

* Click “Continue to Research.gov My Desktop” to

keep working. (Figure 16) Figure 15

Change Password

For Research.gov and FastLane

@ Ssuccess - Password Changed

Your password has been successfully changed in Research.gov and FastLane

In the future, if you need to change your password, click the "My Profile” link on the top right of the page and select "Change Password"

|Continue to Research.gov My Desktop

Figure 16
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Register a New Organization

Organizations must be registered with the National Science Foundation (NSF) to submit proposals in Research.gov or via

Grants.gov. Before a new prime awardee organization can register with NSF, it must first be registered in the System for Award

Management (SAM) at SAM.gov, complete the required entity validation, and have a Unique Entity Identifier (UEI). Note that
completion of the SAM registration process may take up to one month. Subrecipient organizations must also register with NSF
after obtaining a SAM-issued UEI. However, subrecipient organizations do not need to complete the entity validation in SAM.
Please check SAM.gov for information about any delays of SAM.gov registrations, validations and UEI issuance.

Follow the step-by-step process below to register a new organization with NSF.

How do | register a new prime awardee organization with
NSF?

Open Research.gov
Click “Sign In” located at the top right of the screen.

Enter your credentials (e.g., NSF ID and password) and click
“Sign In.”

Click “My Profile” located at the top right of the screen.
Click “Add New Role” from the left navigation bar.

Click “Add Organizational Role” located in the “Add and
Manage Organizations” box. (Figure 1).

* Note: If an organization is new to NSF, you must start
the process by setting yourself up as the Administrator
for the new organization. You must have an NSF
account to start this process. The system will
automatically detect that the organization is new and
will walk you through setting up the organization and
Administrator role.

Enter your organization’s Unique Entity Identifier (UEI) and click
“Search.”

» If your organization is not already registered with NSF,
a message will display to confirm that the organization
is not found in NSF systems and you will be able to
register the organization and become the first
Administrator. (Figure 2)

» If your organization is already registered and has a new
UEI, please do not register the organization again.
Instead, please contact the NSF Help Desk at 1(800)
381-1532 or rgov@nsf.gov to update the organization’s
UEI. (Figure 2)

» If you need help registering in the System for Award
Management (SAM), go to SAM.gov.

* Note that completion of the SAM registration process
may take up to one month. Please check SAM.gov for
information about any delays of SAM.gov registrations,
validations and UEI issuance.

Add a New Role

For NSFID

‘You must obtain the appropriate role to access certain features. Review the role options below and make a selection. An organization can

also be added by selecting ‘Add Organizational Role.

Prepare Proposals and Manage
Awards

Principal Investigator (PI). co-Principal Investigator (co-PI)

Proposed Postdoctoral Fellow, Other Autharized User (OAU)

Add Investigator or Authorized User Role

O Plico-PI, Postdoctoral Fellow and QAU role details

Manage Financials in Award Cash
Management Service (ACM$)

Awardee Preparer, Awardee Certifier, Awardee Financial
Representative

Add Financial Role

@ Financial role details

Add and Manage Organizations

Administrator (Admin), Authorized Organizational
Representative (AOR), Sponsared Projects Officer (SPO),
View Only User

Add Organizational Role

® Organizational role details

Register as a Graduate Research
Fellowship Program (GRFP) Official

Coordinating Official (CO), Alternate Caordinating Official
(Alt. CO), Financial Official (FO)

Add GRFP Official Role

@ GRFP role detallq

Figure 1

Add a New Role to Add and Manage Organizations

1. Find Organization 2. Add Information

3. Choose Role(s) 4. Review

A Organization has no Administrator. To become the administrator, select the Next bution on the bottom of the page.

Not Registered: Thi
already registered, please contact your Sponsored Projects Office or equivalent,

jth NSF. You will be required to register as an Administrator on Step 3. If you believe your organization is

I  yourrganizason i eadyrgistard and has  nw Uniqu Enty KenterUE), leas do ot itrh oganizaon aga.nlad,leasecnath NSF HolpDeskat 1

(800) 381-1532 or rgov@nsf.gov to update the organization's UEI

Find Organization

Enter Unique Entity Identifier (UE)) © Whatis a UEI? @ How can | find my UE2
Clear

Select from your Organization and UE list

Select Organization

Select  Organization Name

Unique Entity Identifier (UEJ)  Organization Contact(s) Registered with NSF ©

See all (0) No

Cancel Next

Figure 2

e

L
i

Helpful Tip

If a new organization is registered with NSF without
an Administrator, the first user to request a role will
become the organization’s first Administrator.
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Account Register a New Organization (continued)

(Continuation of steps to Register a prime awardee
organization with NSF)

Add a New Role to Add and Manage Organizations

1. Find Organization v 2. Add Information 3. Choose Rolels) 4 Review

»  Enter your contact information for the Administrator role, add
your organlzatlon’s |nf0rmat|on, and then CIICk “Next" Tnecnrjlaclmlmmatmlv\vmheuseﬂmraﬂcnmmumcalmni\vhﬁnDenmmmg\HEDDYWNm\esmrtmsmgﬂmzalmn
(Figure 3)

Your Gontact Details

“Work Phone Number * Work Email ©

* Notice the “Administrator” role is pre-selected. Click “Next.”
(Figure 4)

o Select Work Email -

Crganization Detalls

* Organization Short Name * Organization Type *Time Zone 8

* Review your organization’s information for accuracy and click - -
“S u bm it ” ( F|g u re 5) * Organization Phone Number Organization Fax Number * Organization Email

* The request to register your prime awardee organization with
NSF will be forwarded via email to your organization’s SAM =
points of contact for their information only. The SAM points of
contact will not need to approve the request. (Figure 6)

Figure 3

Add a New Role to Add and Manage Organizations

1. Find Organization v 2 Add Information v 3. Ghoose Role(s) } 4 Review

You will be registered for the following role:

# Administrator (Manage Roles)

= e

Figure 4

Add a New Role to Add and Manage Organizations

e— e ot

Review
Organization Name: National Science Foundation
SAM Legal Business Na  NATIONAL SCIENCE FOUNDATION
Role(s): Administrator
Work Ema test@associates.nsf.gov

Work Phone Number:  (123) 4567890

1
Cancel Previous

Figure 5

Add a New Role to Add and Manage Organizations

o

! Helpful Tip e

Mew Role page

‘ © Success - You have been assigned the Administrator Role. You can review your role on the View My Roles page. ‘

Once an organization is registered with NSF, any
updates to organizational information must be made

DOE, JANE SAM POC
by an organization’s Administrator in SAM.gov. p—

Add Addiional Roles

Figure 6
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Account Register a New Organization (continued)

How does a subrecipient organization register with NSF?

Any subrecipient named in a proposal is also required to obtain a SAM.gov-issued UEI and register the organization with
NSF. Subrecipient(s) named in the proposal, however, do not need to go through the full UEI registration in SAM.gov.
Refer to the Proposal & Award Policies & Procedures Guide (PAPPG) Chapter I.G.2. Details are as follows:

» Step 1: Subrecipient must obtain a SAM-issued UEI:

» A subrecipient without a UEI must go to SAM.gov and select the green Get Started button on the "Register
Your Entity or Get a Unique Entity ID" section in the upper right side of the page. Please note, the information
required for obtaining a UEI is minimal (organization's legal business name and address) and will be processed
relatively quickly.

» Step 2: Subrecipient must contact the NSF Help Desk to register a subrecipient organization with NSF:

» Once the subrecipient obtains the UEI through SAM.gov, the subrecipient must contact the NSF Help Desk at
1-800-381-1532 (7:00 AM - 9:00 PM ET; Monday - Friday except federal holidays) to register the organization
with NSF. When the subrecipient contacts the NSF Help Desk, inform the technician that this is a subrecipient
requiring subrecipient organization registration with NSF. Please do not attempt to register the subrecipient
organization with NSF in Research.gov because the system will generate an error and will not permit the
subrecipient registration. To expediate the process, subrecipients should provide the following information for
its subrecipient organization:

Subrecipient UEI: Required

Subrecipient Organization Name: Required

Subrecipient Complete Address (Including City, State, and Zip): Required
Subrecipient Phone Number: Optional

Subrecipient POC: Optional

Email of Subrecipient Organization: Optional

» Once these two steps are complete, the subrecipient organization may be added to a proposal with the subrecipient
UEL.
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Add a New Organizational Role
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ﬁé&,‘; Account Add a New Organizational Role

To work on National Science Foundation (NSF) proposal and award activities in Research.gov or via Grants.gov, a user must
have an organization-approved role at an organization registered with NSF. To request a role from your organization, you must
sign into Research.gov and select the “My Profile” link located on the top right of the screen. Select the “Add a New Role”
option from the left navigation bar. After requesting a role, your organization’s Administrator will receive the request
electronically to approve or disapprove it.

Add a New Role
For NSFID
You must obtain the appropriate role to access certain features. Review the role options below and make a selection. An organization can
also be added by selecting “Add Crganizational Role
Prepare Proposals and Manage Add and Manage Organizations
Awards
Principal Investigator (Pl), co-Principal Investigator (co-Pl) Administrator (Admin), Authorized Organizational
Proposed Postdoctoral Fellow, Other Authorized User (OAU) Representative (AOR), Sponsored Projects Officer (SPO),
View Only User
Add Investigator or Authorized User Role Add Organizational Role
@ Plico-Pl, Postdoctoral Fellow and OAU role details @ Organizational role details
Manage Financials in Award Cash Register as a Graduate Research
Management Service (ACM$) Fellowship Program (GRFP) Official
Awardee Preparer, Awardee Certifier, Awardee Financial Coordinating Official (CO), Atternate Coordinating Official
Representative (Alt. CO), Financial Official (FO)
Add Financial Role Add GRFP Official Role
@ Financial role details © GRFP role detaild Figure 1

Figure 1 shows the four organizational role categories: Investigator, Organizational, Financial, and GRFP Official. Users should
click the appropriate dark blue Add Role button (e.g., Add Investigator or Authorized User Role to request a Pl role) to
request the specified role and to proceed with the role wizard. Note that beneath each dark blue Add Role button, there is an
information link (e.g., Pl/co-PI, Postdoctoral Fellow and OAU role details) which provides additional information about the
specific role. The table below outlines the role request options grouped by category.

If you need this organizational role(s) To perform these functions Select this “Add Role” Button

+ Principal Investigator (PI) * Prepare proposals Add Investigator or Authorized

* Co-Principal Investigator (co-Pl) * Manage awards User Role

* Proposed Postdoctoral Fellow

* Administrator * Add a new organization Add Organizational Role

+ Sponsored Projects Officer (SPO) » Approve/disapprove roles

+ Authorized Organizational Representative (AOR) » Assign user roles

* View Only * Add/remove users

» Awardee Preparer * Prepare and manage Add Financial Role

» Awardee Certifier financials in Award Cash

+ Awardee Financial Representative Management Service (ACM$)

+ Graduate Research Fellowship Program (GRFP) + Manage GRFP functions Add GRFP Official Role

Coordinating Official (CO)

+ GRFP Alternate Coordinating Official (Alt. CO)

+ GRFP Financial Official (FO)

+ Other Authorized User (OAU) » Assist a Pl with proposal Add Investigator or Authorized
preparation User Role

Important Notes:

* Reviewers do not need to request a role and should follow the Provide Reviewer Profile Information job aid for detailed instructions to
complete their Reviewer Profile.

* Additional instructional materials are available for GRFP Officials.
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Add a New Organizational Role (continued)

Role Request Wizard Steps

The four-step wizard process is the same for all organizational-approved roles. Proposed Postdoctoral Fellows follow a two-
step wizard process as outlined in the Add a New Organizational Role - Proposed Postdoctoral Fellow job aid.

Step 1: Find Organization

Enter your organization’s Unique Entity Identifier (UEI)
and click “Search” (Figure 2). If you already have an
organization-approved role at NSF, you can use the
drop-down menu to select the UEI associated with your
NSF-registered organization. This step is the same
whether your organization is a prime or subrecipient.

Verify the correct organization is displayed in the results
section and click “Next.” (Figure 2)

Note: For more information about System for Award
Management (SAM) UEIs, go to SAM.qov. or contact
your Sponsored Projects Office (SPO).

If your organization is not registered in SAM, go to
SAM.gov. Note that completion of the SAM registration
process may take up to one month. Please check
SAM.gov for information about any delays of SAM.gov
registrations, validations and UEI issuance.

Step 2: Add Information

Enter your work phone number. Use the drop-down
menu to select a current work email address or add a
new work email address. Then click “Next.” (Figure 3)

Note: If you are requesting a Principal Investigator or
Proposed Postdoctoral Fellow role, you will need to
enter additional data. Please see the following job
aids for detailed instructions: Add a New
Organization-Approved Role — Principal Investigator
or Add a New Organizational Role — Proposed
Postdoctoral Fellow. If you are requesting another
role at an organization where you already have a
role, Step 2 of the Role Request Wizard will be pre-
populated with your work phone number and email.

Add a New Role to Add and Manage Organizations

1. Find Organization 2. Add Information 3. Choose Role(s) 4. Review

@ f your organization is already registered and has a new Unique Entity Identifier (UEI), please do not register the organization again. Instead, please contact the NSF Help Desk at 1
(800) 381-1532 or rgov@nsf gov to update the organization's UE!

Find Organization
Enter Unique Entity Identifier (UEI) @ Whatis 2 UEI? @ How can | find my UEI?

Search Clear

Select from your Organization and UEI list

Select Organization

conee

Figure 2

Add a New Role to Add and Manage Organizations

1. Find Organization v 2. Add Information 3. Choose Role(s) 4. Review

AExisting
Please rev

Add Information

The contact information will be used for all when performing in approved roles for this organization

* Required
* Work Phone Number * Work Email ©

(123) 456-7890 tester@abe.com v

Figure 3

':‘_'E I Helpful Tips

Each NSF account requires a primary email address and a
work email address.

*  Your primary email address is used for important
notifications about your NSF account such as password
resets. It is critical that you have continued access to
this email account (e.g., a Gmail address), even if you
change organizations.

*  Your work email address is associated with all your
roles at a particular organization. This email address

is used for role request and approval notifications as
well as for proposal and award related notifications.
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Account

Step 3: Choose Organizational Role(s)

+ Select a role(s) and click “Next”. (Figure 4)

Note: Depending on the selected organizational role, please
be aware that some corresponding organizational roles will
also be automatically added. For example, if you select the
Administrator role, the Sponsored Projects Officer role and

the View Only role will automatically be added to your profile.

Step 4: Review and Submit

* Review your information for accuracy and click “Submit.”
Figure 5)

Success

Your role request(s) are sent to the Administrators in the
Organization Contacts list for review and approval (Figure 6).

You have successfully submitted your organizational role
request(s)!

I Helpful Tips

An email will be sent to the work email address you used to
request an organizational role to inform you if your role is
approved or disapproved by your organization. You should
reach out to the Administrator listed as one of the organization
contacts located on View My Roles page if you need to follow
up on your role request.

Add a New Organizational Role (continued)

Add a New Role to Add and Manage Organizations

1.Find Organization v 2. Add Information v
Choose Role(s)

Select all roles that apply. @ Wnst ar= these roles?

Administrator (Manage Roles)

Authorized Organizational Representative - AOR (Submit Proposals)
Spansored Projects Officer - SPO (View/Edit Proposals)

View Only (View Reports)

3 Ghe Rkt } R

Figure 4

Add a New Role to Add and Manage Organizations

1 Fina Organzanon v A intormanon v 3 Croose Rowis) v
Review
Organizaton Name:  National Science Foundation

SAM Logal Business Na N

CIENCE FOUNDATION
Role(s)

‘Work Ema

‘Work Phone Number.

=5
Figure 5
Add a New Role to Add and Manage Organizations
© Success - your request has been forwarded to the organization contact(s) below. Check the status of this request on the View My Roles page. ‘
shows | v snowng 150t < <prov [l 2 nect> »

Organization Contact(s)

John Doe

Carey, Mariah SAMPOC

Iolie, Angelina SAMPOC

Doe, Jane SAM POC

showing 1.5 076 «

Continue to My Profile >

‘Add Addiional Roles >

v [l 2 s> »

Figure 6
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Principal Investigator Pl/Co-PI

Add a New Organization-Approved Role -

To work on National Science Foundation (NSF) proposal and award activities in Research.gov or via Grants.gov, a Principal
Investigator (Pl)/co-Principal Investigator (co-Pl) must have an organization-approved Investigator role. After requesting a role,
your organization’s Administrator will receive the request electronically to approve or disapprove it. To request an organization-
approved role, you must sign into Research.gov and select the “My Profile” link located on the top right of the screen. Select
the “Add a New Role” option from the left navigation bar.

Access the Add New a Role page

To request an organization-approved Investigator role, click the
blue “Add Investigator or Authorized User Role” button
located in the “Prepare Proposals and Manage Awards” box.
(Figure 1)

Select “Principal Investigator (PI) or co-Principal
Investigator (co-Pl)”, click “Submit” (Figure 2) and a four-step
role request wizard will display. (Figure 3)

Add a New Role

For NSFID

“You must obtain the appropriate role to access certain features. Review the role options below and make a selection. An organization can

also be added by selecting‘Add Organizational Role.”

Prepare Proposals and Manage
Awards

Principal Investigator (PI). co-Principal Investigator (co-Pl),
Proposed Postdoctoral Fellow, Other Authorized User (OAU)

Add Investigator or Authorized User Role

@ Pl/co-Pl, Postdoctoral Fellow and OAU role details

Manage Financials in Award Cash

Add and Manage Organizations

Administrator (Admin), Authorized Organizational
Representative (AOR), Sponsored Projects Officer (SPQ)
Viewr Only User

Add Organizational Role

@ Organizational role details

Register as a Graduate Research

Management Service (ACM$) Fellowship Program (GRFP) Official

Awardee Preparer, Awardee Certifier, Awardee Financial
Representative

Add Finandial Role

@ Finandial role details

Coordinating Official (CO), Altenate Coordinating Official
{Alt. CO), Financial Official (FO)

Add GRFP Official Role

@ GRFP role details|

Figure 1
Select Role Type x
Select a role type to prepare proposals.
O Principal Investigator (PI) or co-Principal Investigator (co—F’I)I
O Other Authorized User (OAU)
O Proposed Postdoctoral Fellow
Submit Cancel
Four-Step Role Wizard Figure 2
Step 1: Find Organization
. g 0 g o e q Add a New Role to Prepare P sals and Manage Awards
+  Enter the organization’s Unique Entity Identifier (UEI) and click | ©" """ ™7 ° e roposimand samese Awaes
“Search” (Figure 3) |f you already have an Organization- 1. Fina Organization 2 Aad Information 3.Cnoose Role(s) 4. Review
approved role at NSF, select the UEI associated with your Find Orgarizaton
existing organization from the drop-down menu. This step is the = P
same whether your organization is a prime or subrecipient.
+ Verify the correct organization is displayed in the results section |« mommme
and click “Next.”
Note: For more information about SAM UEIs, go to . ]
SAM.gov. or contact your Sponsored Projects Office (SPO). P
igure
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Add a New Organization-Approved Role -

Principal Investigator PI/Co-Pl (continued)

Step 2: Ad d |nf0rmati on Add a New Role to Prepare Proposals and Manage Awards
»  Complete the required fields denoted by a red asterisk (*) and atomeen

click “Next.” (Figure 4)

WorkEmsil ©  Other Emai

A Otner (Pesee Specty) B r=——

Important Note: Your Demographic Information will not be
shared with the listed Organizational Contacts while o i
reviewing and approving your role request. m———

‘Your Work Address

‘Your Degree Information

~Country
Unted Sttes

Steet Acaress (Lie 2) Depariment ame

“ste  ostl Code

coorga e

Step 3: Choose Role(s)

*  The “Principal Investigator” role is pre-selected. Click “Next.” s e g
(Figure 5) o

Step 4: Review and Submit

* Review your information for accuracy and click “Submit.”

(Figure 6)
» If you need to update your PI role request information, select =~ B | Figure 4
the “Pl'eViOUS” button tO return tO the preVIOUS screens. Add a New Role to Prepare Proposals and Manage Awards
Choose Role(s)
Success You will b egistred for i follning role: 8
* Your role request is sent to the listed Organization Contacts
for review and approval. (Figure 7) —
* You have successfully submitted your organizational role Figure 5
request!
Add a New Role to Prepare Proposals and Manage Awards
~‘(:)-, O 2 o ot . Choos R}~
“W* I Helpful Tips
Your Contact Details
. . . . Organization Name: [ m'.q.l States College
*  Your work email address is associated with all your roles o B e D STATES COLLEGH
at a particular organization. It is used for role request and o P s 13 4567590
approval notifications as well as for proposal and award Jorbege o
related notifications. osrevsr 201
‘Your Work Address
» The Degree Information section will be pre-populated if P .
you previously provided this information. If you update this sommenrome
section, the change will be reflected within the smweanne
“Academic/Professional Information” tab in My Profile and Your Demographic Iformaton
for all organizations where you have an organizational Pt
Investigator role. Seyaraves sy
«  The Demographic Information section will be pre- - --
populated if you previously provided this information. If =
you update this section, the change will be reflected within Figure 6
a . . » . . Add a New Role to Prepare Proposals and Manage Awards
the “Demographic Information” tab in My Profile and for all |
organizations where you have an organizational —_— —_— — =
Investigator role. - =
By default, the latest Pl role will be set to primary.

Figure 7
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ﬁé&; Account Add a New Organizational Role — Proposed

W Postdoctoral Fellow

To work on National Science Foundation (NSF) proposal and award activities in Research.gov or via Grants.gov, you must
have an organizational Investigator role. Registering for a Proposed Postdoctoral Fellow organizational role creates an
organization in Research.gov, but you do not need to register the organization with NSF. You will become the Administrator of
the newly created organization; however, other users cannot request organizational roles or affiliate themselves with the
organization. You do not need to register the newly created organization with SAM.gov or obtain a UEI.

To request an organizational Investigator role, you must sign in to Research.gov and select the “My Profile” link located on the
top right of the screen. Then select the “Add a New Role” option from the left navigation bar.

Access the Add a New Role page Add a New Role
. . . . For NSF ID
+ To request an organizational Investigator role, click the blue
“Add |nveStigat0r or Authorized User Role” button Iocated :‘ZUD::S:do;;l:igy“:;:ﬁ;?rz? g::;:i::ﬁj:;i;?‘ features. Review the role options below and make a selection. An organization can
in the “Prepare Proposals and Manage Awards.” (Figure 1)
. . Prepare Proposals and Manage Add and Manage Organizations
+ Select “Proposed Postdoctoral Fellow”, click “Submit” Awards
(Flgure 2) and a tWO-Step r0|e requeSt leard WI” dlsplay' Principal Investigator (PI). ce-Principal \nve.sliga(ol(co-PlJ i ‘. (Admin), i .On izati
(F i g ure 3) Proposed Postdoctoral Fellow, Other Authorized User (OAU) Representative (AOR‘)h :ﬂ:f}rﬁi :m]ects Officer (SPO)
Two-ste p P rocess @ Plico-PI, Postdoctoral Fellow and OAU role details @ Organizational role details
Step 1 : Add I nformatlon Manage Financials in Award Cash Register as a Graduate Research
. . . . Management Service (ACM$) Fellowship Program (GRFP) Official
* Input data into all required fields that have a red asterisk (*)
. Awardee Preparer, Awardee Certifier, Awardee Financial Coordinating Official (CO), Alternate Coordinating Official
NOTE: When a Proposed Postdoctoral Fellow role is Rzl 0 € I TR
created, an institution record is created as well. The time
zone selected as part of your initial Proposed Postdoctoral T 0 6REP o cetaid
Fellow role request will be used by NSF for proposal
submission. Figure 1

* Click “Next.” (Figure 3)

': | :T I HeIpfuI TIpS Select Role Type x

» The third option in the “Select Role Type” modal box (Figure 2) is Select a 1ol type to prepare proposals
d|Sab|ed |f yOU already have an Ol’ganlzatlona| Proposed POStdOCtOFa| O Principal Investigator (P1) or co-Principal Investigator (co-PI)
Fellow role. To view your current organizational Proposed Postdoctoral © Other Authorized User (OAU)

Fellow role information, click on “View My Roles” and refer to the Active || [ suosseqposisoctora reion |

Roles table. ﬁ
Cancel

* Your work email address is associated with all your roles at a particular
organization. It is used for role request and approval notifications as well Figure 2
as for proposal and award related notifications.

» The Degree Information section will be pre-populated if you previously
provided this information. If you update this section, the change will be
reflected within the “Academic/Professional Information” tab in My
Profile and for all organizations where you have an organizational
Investigator role.

» The Demographic Information section will be pre-populated if you
previously provided this information. If you update this section, the
change will be reflected within the “Demographic Information” tab in My
Profile and for all organizations where you have an organizational
Investigator role.

By default, the latest PI role will be set to primary.
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Account Add a New Organizational Role — Proposed

Postdoctoral Fellow (continued)

Add a Proposed Postdoctoral Fellow Role

* Required

Your Contact Detais
* Wark Fnone Number = Wiork Email ©

Jon_doc(@ab com

Your Degres Information
e e p—
« Highast Begres Type * Dagres Yoar

A5 - Assoean in Seknes 2006

Your Work Address

* Country * Tiens Zons ©
[I—p— FachoFage_Fage (GMT-1100)
" Sireat Addruss Steast Addruss (Ling 7}
oo e
* ciy " suie * Poatal Code
.. Ve, 1

g technology are ety reahing and
o33 10 pragrams, mestings,

* Gander (Fiaass siserans)
Man

Femaie

® Unscacified, o ancther gender idestiy D st wish % provide

*Da you have 3 disability ? (Plass saect ons
0 What s considersd » disabley?
#® Yo

Na

Do ratwish = provide

Ca ot wish 1o prowide

oo ﬁ

Figure 3

step 2: ReVieW Add a Proposed Postdoctoral Fellow Role

* Review your information for accuracy and click “Submit.” T ———
(Figure 4) P ——

Role: Proposed Postdoctoral Fedlon]

‘Your Contact Details

* If you need to update your role request information, select the | - “°
“Previous” button to return to the previous screen. it Enat o i

Your Degree Information

Highest Degres Type: AS - Asseciats in Science
Degree Year: 2005

Your Work Address

Country: United States

Time Zone: PacificPago_Pago
Street Address: 123 Test St
Strest Address (Line 2J: Suits 100
Gity: Alesandria

State: Vermont

Postal Code: 12345

‘Your Demographic Information
Gender: Unspecified, or ancther gender idenity
Race: Asian, Black or Afiican American
Ethnicity: Hispanic or Lafino

Do you have a disability?: Yes

Figure 4

Step 3: Confirmation

Add a Proposed Postdoctoral Fellow Role

+ View the success message to confirm you have successfully
added the Proposed Postdoctoral Fellow organizational role.
(Figure 5) Continue fo My Profe >

‘Add Agdiional Roles >

12 Youhave Z Feliow roe. Please 3 for you to be ableto fellowship proposals.

Figure 5
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Account View My Organizational Roles — Requested

Role(s)

The View My Roles page shows the roles you have requested which are pending approval or disapproval from your
organization’s Administrator as well as your existing approved roles. You may view Organization Contact(s) and edit your
organization contact information by following the step-by-step process below.

Individuals who are reviewers will also see reviewer/meeting participant information including reviewer organizational affiliations
displayed on this page. Please see the View My Reviewer/Meeting Participant Information job aid for additional reviewer
information.

Filter Results

Access the View My Roles page

Requested Role(s)

* Open Research.gov e < WorkPhone ¢ Workemai
o Inites s College - @abe.com Edit Your Contact Info
See Org Contact(s)

Role(s) % DateAdded s

» Click “Sign In” located at the top right of the screen.

» Enter your credentials (e.g., NSF ID and password) and click
“Sign In.”

Other Authorized User (QAU) 11712021

Administrator (Admin) 12/06/2021

+ Click “My Profile” located at the top right of the screen.

+ Click “View My Roles” from the left navigation bar. Figure 1

Edit Your Contact Information x

How do | change organization contact information for a Pl
or co-Pl role?

“Your information for United States College.

NSF account information is located on My Profile

* Locate the organization and click “Edit Your Contact Info” in e
“* H ” H H Your Contact Details
the “Action column located on the right side of Requested < ok P amter o ©
Role(s) table. (Figure 1) B lohndoc@abecom T

» Users who have a Pl or co-PI role will see the screen depicted in Your Degree Information
p
Figure 2 and can edit their contact details, degree information, 'T::“:f“’f:"; — ’”;z':”“’
and work address. Then click “Save.”

Your Work Address

+ Time zone and proposal deadlines are determined by the  Country 1ime Zoms © Hou s T Zone dctemnes?
submitting organization’s time zone, not your individual working s Sites > Amercaen York (GUT-50)
location. Changing your work address will not change your time * Sueet Address Sieeet Adress (Line 2)
zone. To update your time zone, please contact the NSF Help 123 Test Steet
Desk at 1 (800) 381-1532 or rgov@nsf.gov. For general Depariment ame
guidance on proposal preparation and submission, see the NSF
Proposal & Award Policies & Procedures Guide. e M S e

Figure 2

e

Ly

2 | Helpful Tips

* The Requested Role(s) table depicted in Figure 1 can be
filtered, sorted, and expanded:

«  Filter on any information contained in the table by
typing into the Filter Results box in the upper left
corner.

« Sort data in ascending or descending order by clicking
the arrows located next to the column names.

» Expand and collapse the organization name to display
and hide roles.
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Account View My Organizational Roles - Requested

Role(s) (continued)

How do | change organization contact information if |

have an organizational role other than Pl or co-PI?

Locate the organization and click “Edit Your Contact Info” in the
“Action” column located on the right side of Requested Role table.
(Figure 1 on previous page)

» Users with organizational roles other than PI or co-PI roles will
see the screen depicted in Figure 3 and can edit their work
phone number and work email address. Then click “Save.”

Edit Your Contact Information

Your information for  United States College.

NSF account information is located on My Profile.

* Required

* Work Phone Number * Work Email ©

(123) 456-7890 John.doe@abc.com M

Cancel

Who do | contact at my organization for role request
questions?

» Locate the organization and click “See Org Contact(s)” in the
“Action” column located on the right side of Requested Role
table. (Figure 1 on previous page)

+ The Organization Contacts modal box will appear. (Figure 4)

Helpful Tips

* Each NSF account requires a primary email address and a
work email address. (Figure 2 on previous page & Figure 3)

»  Your primary email address is used for important
notifications about your NSF account such as
password resets. It is critical that you have continued
access to this email account (e.g., a Gmail address),
even if you change organizations.

*  Your work email address is associated with all your
roles at a particular organization. This email
address is used for role request and approval
notifications as well as for proposal and award
related notifications.

Figure 3

Organization Contact(s)

Show 5 v

showing 1-5 of 34 <« <PrEv 2 3 4

Doe, John Administrator
Doe, Jane Administrator
Apple, Annie Administrator
Pear, Priscilla Administrator

Orange, Oliver Administrator

showing 1-5 of 34 <« <F‘rEv 2 3 4
—

Organization Contact(s) Organization Contact Type

5 Next> »

5 Next> »

Figure 4
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Account

View My Organizational Roles — Active Role(s)

The View My Roles page shows the roles you have requested which are pending approval or disapproval from your
organization’s Administrator as well as your existing approved roles. You may view Organization Contact(s) and edit your
organization contact information by following the step-by-step process below. You may set your Primary Organization

designation if you have a Pl/co-PI role at an organization or are a Proposed Postdoctoral Fellow.

Individuals who are reviewers will also see reviewer/meeting participant information including reviewer organizational affiliations
displayed on this page. Please see the View My Reviewer/Meeting Participant Information job aid for additional reviewer
information.

Access the View My Roles page

Open Research.gov
Click “Sign In” located at the top right of the screen.

©  United States College
@ View SAM Legal Business Name
(Pl Primary Organization)

Filter Resulis

Enter your credentials (e.g., NSF ID and password) and click
“Sign In.”

Click “My Profile” located at the top right of the screen.

Role{s}

Principal Investigator / co-Principal Investigator

(333) 333-3333

(PI)

Actio
Edit *four Contact Info
See Org Contact(s)

#* Date Added 3

02/09/2023 Primary Organization@

Click “View My Roles” from the left navigation bar.

How do | change organization contact information for a Pl
or co-Pl role?

Locate the organization and click “Edit” in the “Action” column
located on the right side of Active Role(s) table. (Figure 1)

Users who have a Pl or co-PI role will see the screen depicted in
Figure 2 and can edit their contact details, degree information,
and work address. Then click “Save”.

Time zone and proposal deadlines are determined by the
submitting organization’s time zone, not your individual working
location. Changing your work address will not change your time
zone. To update your time zone, please contact the NSF Help
Desk at 1 (800) 381-1532 or rgov@nsf.gov. For general
guidance on proposal preparation and submission, see the NSF
Proposal & Award Policies & Procedures Guide.

Figure 1

Edit Your Contact Information

“Your information for United States College.
NSF account information is located on My Profile
* Required

Your Contact Details
* Work Phone Number

| (222) 2222229

Your Degree Information
* Highest Degres Type
DrPH - Doctor of Pubiic Health

Your Work Address

* Country

* Street Address
123 Test Street

Department Name

* City

Alexandria

United States v

* State

Virginia

x

*Work Email @

John.doe@abe.com v

* Degree Year

1939 -

Time Zone © How is Time Zone determined?

America/New_York (GMT-5:00)

Strest Address (Line 2)

* Postal Code

v 22307

“ o

Figure 2

Lk

g

- Helpful Tips

filtered, sorted, and expanded:

corner.
« Sort data in ascending or descending order by clicking
the arrows located next to the column names.
+ Expand and collapse the organization name to display
and hide roles.

+ The Requested Role(s) table depicted in Figure 1 can be

»  Filter on any information contained in the table by
typing into the Filter Results box in the upper left
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Account
(continued)

How do | change organization contact information for a
Proposed Postdoctoral Fellow role?

Locate the organization and click “Edit Your Contact Info” in
the “Action” column located on the right side of Requested Role
table. (Figure 1 on previous page)

Users who have a Proposed Postdoctoral Fellow role will see
the screen depicted in Figure 3 and can edit their contact details,
degree information, and work address. Then click “Save.”

Time zone is determined by the time zone you selected during
your initial role request. Changing your work address will not
change your time zone. To update your time zone, please
contact the NSF Help Desk at 1 (800) 381-1532

or rgov@nsf.gov. For general guidance on proposal preparation
and submission, see the NSF Proposal & Award Policies &
Procedures Guide.

How do | change organization contact information for all

other roles?

View My Organizational Roles — Active Role(s)

Locate the organization and click “Edit Your Contact Info” in
the “Action” column located on the right side of Requested Role
table. (Figure 1 on previous page)

Users who have roles other than PI, co-Pl or Proposed
Postdoctoral Fellow roles will see the screen depicted in Figure
4 and can edit their work phone number and work email

Edit Your Contact Information| x
Your information for Doe, John
NSF account information is located on My Profile.
* Required
Your Contact Details
*Work Phone Number *Work Email @

(123) 4567850 John.doe@abc.com
Your Degree Information
* Highest Degree Type *Degree Year

AA-Associate in Arts 2023
Your Work Address
*Country Time Zone @ How is Time Zone determined?

United States America/New_York (GMT-5:00)
* Street Address Street Address (Line 2)

123 Test Street
* City * State * Postal Code

Adington Virginia 22203

e
-
Figure 3
Edit Your Contact Information x

Your information for  United States College.

NSF account information is located on My Profile.
* Required

* Work Phone Number

(123) 456-7890

* Work Email @

v

o

John.doe@abe.com

address. Then click “Save”.

Who do | contact at my organization for role request
questions?

Locate the organization and click “See Org Contact(s)” in the
“Action” column located on the right side of Requested Role
table. (Figure 1 on previous page)

The Organization Contacts modal box will appear. (Figure 5)

Figure 4

Organization Contact(s)

Show 5 v

Doe, John P.

Doe, Jane

e

- -
v( )w

» Each NSF account requires a primary email address and a
work email address. (Figures 2 and 3)

Helpful Tips

»  Your primary email address is used for important
notifications about your NSF account such as
password resets. It is critical that you have continued
access to this email account (e.g., a Gmail address),
even if you change organizations.

*  Your work email address is associated with all your
roles at a particular organization. This email

address is used for role request and approval
notifications as well as for proposal and award

related notifications.

Apple, Alice
Pear, Priscilla

Orange, Oliver

showing 1-5 of 34 <« <Prev2 3 4 5 Next> »

Organization Contact(s) Organization Contact Type

Administrator
Administrator
Administrator
Administrator

Administrator

showing 1-5 of 34 ¢ <P?’EV2 3 4 5 Next> »
—

Figure 5
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Account View My Organizational Roles — Active Role(s)

(continued)

Filter Results

How do | set an organization as my Primary Organization
for proposal submissions?

Active Role(s)

‘Organization Name “  Work Phone + Work Email
» Prerequisites: You must have either an organization-approved o United States College (s9%) s99-9358 John doc@abecom  SOTeU Cones
Principal Investigator (PI) role or a Proposed Postdoctoral oL P rimary Organization)
Fellow role before you can designate a Primary Organization. Role(s) + Date Addsa s

Other Authorized User (QAU) 11/29/2021

+ If you don’t have an organization-approved Principal _
. . Principal Investigator / co-Principal Investigator (P1) 11/29/2021
Investigator role and would like to request one, refer to

the Add a New Organization-Approved Role - Principal femmetar Gam -
Investigator P1/Co-PI job aid.

Figure 6

+ If you don’t have a Proposal Postdoctoral Fellow role
and would like to request one, refer to the Add a New
Organizational Role — Proposed Postdoctoral Fellow job
aid.

* Open the “View My Roles” page and locate the Active Role(s)
table. (Figure 6)

» Locate the organization where you have an approved Pl role
that you would like to set as your Primary Organization. (Figure
6)

» If your roles at the organization are not already expanded, click
on the plus sign next to the organization name to expand the
row. (Figure 6)

* Locate the Principal Investigator role. (Figure 6)

» Select the “Primary Organization” check box located to the
right of the Date Added field. (Figure 6)

* Notice the green check mark and “Pl Primary Organization”
label under the organization name. (Figure 6)

» By default, the Organization associated with the latest Pl role
added to your profile (including a Proposed Postdoctoral Fellow
role) will become the Primary Organization.

Helpful Tips

*  You can only have one Primary Organization.

* Only Pls need to select a Primary Organization.

» By default, the Organization associated with the latest PI
role added to your profile (including a Proposed Postdoctoral
Fellow role) will become the Primary Organization.
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Account View My Users — Administrator Dashboard

The View My Users page is a dashboard for the organization Administrator to view the organization’s pending role requests and
manage user tables. Via this dashboard, the Administrator is able to approve or disapprove role requests, add or remove
current user roles, add current NSF users to the organization, invite users to create NSF accounts, and invite current users to
update their profile information. Reviewers are not included on the View My Users page dashboard even if they have an
organizational affiliation to the organization. Only individuals with organization-approved roles are included on the View My

Users page dashboard.

Access the View My Users page

* Open Research.gov
» Click “Sign In” located at the top right of the screen.

»  Enter your credentials (e.g., NSF ID and password) and click
“Sign In.”

+ Click “My Profile” located at the top right of the screen.

+ Click “View My Users” from the left navigation bar.

How do | approve or disapprove a role request from a
user?

* View the “Pending Role Requests” table. (Figure 1)

» For each user role request, click “Approve“ to accept a user’s
request or “Disapprove” to reject a user’s request. (Figure 1)

* Approved role requests will now appear in the “Manage User
Roles” table. (Figure 2)

How do | add or remove user roles?
* View the “Manage User Roles” table. (Figure 2)

* Click “Manage Roles* located in the Action column on the right
side of the table. (Figure 2)

» Select the appropriate role(s) to assign or remove from the user
and click “Save.” (Figure 3)

» Caution: Deselecting all roles for a user will remove the
user from the organization. (Figure 3)

» If another user has the GRFP Coordinating Official (CO)
role, the system will display the current CO’s name.
(Figure 3)

* Note: There can only be one GRFP CO at an
organization, and a CO cannot be removed from
the organization unless the role is reassigned to
another user.

* If a user has not entered the required Principal
Investigator Degree Information, work email and work
phone number for the specified organization, an "Info
Needed" icon will be displayed next to their name and Pl
role on the user's View My Roles page and also on the
Administrator’s View My Users page.

The user must input and save the required information
by clicking on the “Edit Your Contact Info” link located in
the Active Roles table on the View My Roles page.

View My Users

@ Welcome to the View My Users page. Here you can
« Approve pending role requests
« Manage existing user roles in your organization
« Add new users to your organization

For help and more information go to the About Account Management page:

Filter Resuits

Pending Role Requests

Name % Role % Organization Name¢ Work Email $ Date % Action

Approve |
Disapprove

Sponsored Projects Officer United States John_doe@abc.com 01/22/2018

John Doe University

Figure 1

Manage User Roles
Add User

4 WorkPhone # Work Email 4+ Action

@ John Doe United States College §66-5656-5665  John_doe@abc.com Manage Roles]
Remove User

Role(s) Date Added

Principal Investigator / co-Principal Investigator (PI) 01/09/2018

Figure 2

Roles *
Roles for  John Doe at United States College
Prepare Proposals and Manage Awards Manage Organizations
[J Principal Investigator (Pl/co-Pl) @ [J Administrator (Admin) &
[ Other Authorized User (OAU) @ [ Authorized Organizational Representative (AOR) @

[ Sponsored Projects Officer (SPO) @

View Only &
Manage Financials in Award Cash Graduate Research Fellowship Pregram (GRFP) Official

Management Servics (ACIS) ID Coordinating Official (CO) [currently John Doe] '@ I

Awardee Pr
L) Awardee Preparer @ [ Alternate Coordinating Official (All. CO) @

Save Cancel

Figure 3

Awardee Certifis
Sl [0 Financial Official (FO) @

Awardee Financial Representative &

Manage User Roles
Add User

© John Doe United States College John_doe@abe Manage Roles

.com Remove User

Principal Investigator / co-Principal Investigator (PI) | A Info Nezded 01/18/2018

Figure 4
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View My Users — Administrator Dashboard

(continued)

How do | add an existing NSF user as a new user at my e
organization?

Add User

* View the “Manage User Roles” table. (Figure 5)
*  Click “Add User.“ (Figure 5) = e

* Enter an NSF ID or primary, secondary or work email address Hot Onboarded
and click “Search.” (Figure 6)

©  John Doe United States Invite to Update Profile
College

Figure 5
*  Ensure the intended user name appears.
» If you are an Administrator for multiple organizations, select an "
q q q Add User
organization from the drop-down menu. (Figure 7)
* Click “Continue.” (Figure 7) ::::fz T =
«  Select the appropriate role(s) to assign to the user. (Figure 8) i i I
* Note: If the user already has pre-selected roles, this
means the user has already been added to canee
your organization. In this case, you may edit the user’s E—

roles and click “Add User.” (Figure 8)

» If a user does not have the required Principal
Investigator Degree Information associated to their NSF | Add User s
account and/or does not have a work email address and
a work phone number associated with the organization, | _ —
an “Info Needed” icon will appear next theirnameand Pl | or
role. In addition, this icon will display on the user’s View
My Roles page. The user must input and save the m
required information by clicking on the “Edit Your John Doe i crmge com
Contact Info” link located in Active Roles table on the
View my Roles page.

Step 1 of 2: Search for User

Select Organization

Select an organization to assign the role to v I

» Caution: Deselecting all roles for a particular user will
remove the user from the organization. (Figure 8) Cancel

» If another user has the GRFP Coordinating Official (CO) Figure 7
role, the system will display that current CO’s
name. (Figure 8)

Add User x

Step 2 of 2 Roles for ~ John Doe at United States College

Prepare Proposals and Manage Awards Manage Organizations
[] Principal Investigator (Pl/co-Pl) @ [0 Administrator (Admin) @
[ Other Authorized User (OAU) @ I Authorized Organizational Representative (AOR) @
LN Sponsored Projects Officer (SPO) @
z(): | Helpful Tip e Gy &
_ M:nage Financials in Award Cash Graduate Research Felluwship Program (GRFP) Official
. . Management $ervice (ACMS) Coordinating ¢
To add a user to an organization or to add roles to a user, the i airues preparere e N
user must have an updated profile. A user can only update & Auardee Certfier o ———
their profile if they have successfully migrated their account Auardes Firanca Repesellalive®
from FastLane and updated their primary email address and —
phone number. See the Migrate Your Existing NSF Account Addbs Cancel

job aid for additional details.

Figure 8
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View My Users — Administrator Dashboard

(continued)

How do | invite a user at my organization to update their
profile so | can add/remove their roles?

* Locate the “Manage User Roles” table. (Figure 9)

* Click “Invite to Update Profile” located in the Action column.
(Figure 9)

* An email will be sent to the user requesting them to update their

profile.

How do | invite a staff member at my organization who
does not have an NSF account to register for an NSF
account so that | may add them as a user on my
organization’s dashboard?

* Locate the “Manage User Roles” table. (Figure 9)

* Click “Add User." (Figure 9)

» Enter an email address and click “Search.” (Figure 10)
*  Ensure the correct email address appears. (Figure 10)

+ If you're an Administrator at multiple organizations,
select an organization to invite the user. (Figure 10)

* Click “Invite to Register”. (Figure 10)
How do | remove a user from my organization?
* Locate the “Manage User Roles” table. (Figures 11 and 12)

+ Click “Remove User* located in the Action column.
(Figure 11 shows a user who has migrated to the account
management system and Figure 12 shows a user who has not
migrated to the account management system)

A user cannot be removed if they are the last or sole
Administrator.

» A user cannot be removed if they are the current GRFP
Coordinating Official (CO). This CO role must be
assigned to another user before removing the user.

» Successfully removing the user will remove the user from

the organization but not from NSF’s system.

* Removing a user from the organization does not in any
way impact the user's NSF account or that user’s ability
to become affiliated with any other organization.

» Click “Remove User". (Figure 13)

2L | Helpful Tip

To add a user to an organization or to add roles to a user, the
user must have an updated profile. A user can only update
their profile if they have successfully migrated their account
from FastLane and updated their primary email address and
phone number. See the Migrate Your Existing NSFE Account
job aid for additional details.

Manage User Roles

United States

]
John Doe College

Role(s)

Not Onboarded

Figure 9

Add User x

Step 1 of 2: Search for User
NSF ID Email

oR 1@1.com

Please check the email address entered. The email is either invalid or is not registered with NSF. You may retry the
search or invite the user to register with NSF via email using the 'Invite to Register' button below.

Select Organization

Select an organization to invite the user to join ¥

Invite to Register

Cancel

Figure 10

Manage User Roles.

% WorkPhone 3 Work Email % Action

Manage Roles
Remove User|

555-555-5555 John_doe@abc.com

©  John Doe

United States College

Role(s) Date Added

Principal Investigator / co-Principal Investigator (Pl) 01/09/2018

Figure 11

Manage User Roles
Narme
@  John Doe United States College

(111)222-2222 John_doe@abe.com

Role(s) Date Added

Not Onboarded

Figure 12

Remove User x

Are you sure you want to remove John Doe from  United States College

Remove User

Cancel

Figure 13
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Account

Migrate Your Existing NSF Account

To migrate your existing NSF account created in FastLane to NSF’s Account Management System in Research.gov, you must
verify your account’s primary email address and phone number. If you created your NSF account before 2018 and your email
address is associated with more than one NSF account, you will be prompted to verify information. Depending on the information
on file, you may be required to contact the NSF Help Desk for assistance.

How will the system prompt me to verify my information
so that my account can be migrated?

*  You will receive a Verify Your Information pop-up. After you have

read it, click “Next.” (Figure 1)

» Select an email address, enter your 10-digit phone number, and
click “Next.” (Figure 2)

* Note the information that has been saved as your account’s
primary email address and phone number. (Figure 3)

* Click “Go to View My Roles” and you will be directed to the
View My Roles page to view current active roles for your
organization(s). (Figure 3)

Notes:

» Demographic information that had been entered in
FastLane will migrate to Research.gov along with the rest of your
account and profile information as part of the migration process

» Upon completing the verification process, you will see a green
success message at the top of the screen. To View/Edit your
account and demographic information if you have a Pl role, click
the My Profile link in the success message. (Figure 3)

Helpful Tip

For instructions on how to make changes to your account
profile information after your existing NSF account has been
migrated to NSF’s new account management system, please
refer to the View and Edit My NSF Account Profile Information
job aid.

Verify Your Information

NSF is updating its account management system and we need you to verify your account
information. This is a one-time process.

On the next screen. you will De asked to review your account's primary email address and
phone number.

If you have guestions, please contact the NSF IT Help Desk at 1-800-381-1532 or

rgov@nsi.gov.

Figure 1

Verify Your Information

Please verify your primary email address and phone number. After this one time
verification process, you will be able to make future updates to this account
information in My Profile.

John Doe (NSF ID: 000100001)
* Required

* Primary Email €&

Select One -

* Phone Number

Figure 2

Verify Your Information

@ Your account information has been verified and saved successfully.
To update your Account and Demographic Information, visit My Profile

John Doe (NSF ID: 000100001)

Primary Email:  John.doe@test.com

Phone Number: (888) 888-8888

Please proceed to the View My Roles page to ensure you have the correct role(s).
If changes are needed, you will now be able to request a new role.

Go to View My Roles

Figure 3
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Account Migrate Your Existing NSF Account (continued)

What happens when the system prompts me to verify my
information but tells me | have multiple accounts that

need to be reconciled? Your account email address(es) are associated with more than one NSF ID. NSF users
. . . . should only have one NSF ID account per the NSF Proposal & Award Policies &
*  You will receive a Verify Your Information pop-up. After you read | Procedures Guide (PAPPG).

it, click “Next.” (Figure 1)

Multiple Accounts Found

You may continue work on proposals and awards, however, NSF has logged this

R “ . » . H discrepancy and will contact you to help reconcile your multiple accounts. Please be aware
The . MUItIpIe Acco_unts FOL_md pop Up |nf0rms yOU that yOUI" that these accounts must be reconciled, but there will be a grace period before your system
email address(es) is associated with more than one NSF ID. access will cease.

(Figure 4)

If you have questions, please contact the NSF Help Desk at 1-800-381-1532 or

+ Click “Go To My Desktop.” (Figure 4) rgov@nsf.gov.

+ Important Note: Please be aware that the system will allow you

to access Research.gov functionality for a grace period of 30
days. Figure 4

My grace period has expired. What do | do?

* You will receive a Verify Your Information pop-up. After you read | Multiple Accounts Found
it, click “Next.” (Figure 1)

* The “Multiple Accounts Found” pop-up informs you that an « An information update to your account is required in order to restore service
update to your account is required in order to restore service. Please contact [T Help Central 1-800-381-1532 or rgov@nsf gov
(Figure 5)
. . . . . . Please contact the HelpDesk
»  This pop-up will appear each time you sign in until you contact
the NSF Help Desk to reinstate your access to NSF systems. Your account email(s) are associated with more than one NSF ID. NSF users should only
(Figure 5) :1;;;;;3 NSF ID account per NSF Proposal & Award Policies & Procedures Guide

* Click “Close.” (Figure 5)
If you have questions, please contact the NSF Help Desk at 1-800-381-1532 or

rgov@nsf.gov.

Figure 5

The system is telling me that my email address is not in
the correct format. What do | do?

. . . . Account Verification Failure
*  You will receive a Verify Your Information pop-up. After you read

it, click “Next.” (Figure 1)
@ We are unable to complete the account verification process. Your existing account
. Notice the “Account Verification Failure” pop-up informing you does not have an associated email address, or the email address is not in the correct

that your email address(es) iS in an invalid format. (Figure 6) format. Please contact the NSF IT Help Desk at 1-800-381-1532 or rgov@nsf.gov.

+  You must contact the NSF Help Desk to address this issue. m
(Figure 6)

» Click “Close.” (Figure 6) Figure 6



https://www.research.gov/research-web/content/aboutaccountmanagement
mailto:rgov@nsf.gov

A

rm. Account

Reviewer Job Aids



https://www.research.gov/research-web/content/aboutaccountmanagement
mailto:rgov@nsf.gov

Account

Provide Reviewer Profile Information



https://www.research.gov/research-web/content/aboutaccountmanagement
mailto:rgov@nsf.gov

Provide Reviewer Profile Information

For meetings created after March 24, 2023, NSF requires all reviewers and participants in panels, site visits, advisory
committees, subcommittees, and committees of visitors to have an NSF account in Research.gov and complete a one-time
process to provide their Reviewer Profile information. This must be done before meeting registration can be completed in the
FastLane Travel & Reimbursement System.

Submit Invitation Code

If you do not already have an NSF account in
Research.gov, please navigate to the Register for
a New NSF Account job aid or Register for a New
NSF Account video tutorial.

After signing into Research.gov, you will see a
“‘Reviews & Meetings” tile on the Research.gov
homepage. (Figure 1)

Click the “Provide Reviewer Profile
Information” link to begin the one-time process
to provide your reviewer information. Any
information you previously supplied to NSF will be
pre-populated during the process. Note that after
you complete the one-time process and sign back
into Research.gov, the Provide Reviewer Profile
Information link will no longer be displayed.
(Figure 2)

Enter the invitation code provided in an email to
you from NSF (noreply@nsf.gov) with the subject
“NSF - Action Needed: Provide Reviewer Profile
Information.” If you cannot locate the email,
please contact the NSF Help Desk at 1-800-381-
1532 to have it re-sent. (Figure 3)

Click “Submit.”

Important Note: You will only receive an email
with an invitation code if you are invited by an
NSF staff member to participate in a panel, site
visit, advisory committee, subcommittee, or
committee of visitors meeting. If you believe you
should have received an email with an invitation
code or for additional assistance, contact the NSF
Help Desk at 1-800-381-1532 or rgov@nsft.gov.

Verify Your Email Address

You may be prompted to verify your email
address after submitting your invitation code by
entering a one-time password that will be sent to
your email address. (Figure 4)

Enter the one-time password provided in an email
to you from NSF (noreplyadmin@nsf.gov) with
the subject “NSF Email Verification - Your One-
Time Password.” If you cannot locate the email,
click the “generate a new one” link on the screen
or contact the NSF Help Desk at 1-800-381-1532
for assistance.

Click “Continue”.

Proposals.

Reviews & Meetings

Awards & Reporting

Manage Financials Administration

& To access restricted features, 200 a role

Proposals

Prepare and Submit Proposals @
(Letiers of ntent, Preiminary. Ful, Renewal,
Postdoctoral Fellowships and SBIRISTTR)
Access FasiLane for Linited Functionaity @
(Proposal File Updates, Proposal Downloads,
Budget Revisions)

Demo Site: Prepare Proposals (Training)

Proposal Status @

Reviews & Meetings

Provide Reviewer Proflle Information

Panelist Functions

(Travel and Reimbursement, Meeting Sign-in, Panel
Review System, Interaciive Panel System)
Proposal Review

(Prepare Review, View/Save Proposal for Review,
Interactive Panel System)

Awards & Reporting

Notifcations & Requests &

Supplemental Funding Requests @ (ncluding
Career-Life Balance)

Demo Site: Supplemental Funding Requests
(Training)

Project Reports @
Continuing Grant Increments Reports &

Avard Documents @

Fellowships
Graduate Research Felowship Program
(Appicants, Fellows)

Graduate Research Fellowship Program
(Offcials) &

Manage Reference Lefers (Wiiters)

Manage Financials

ACMS (Award Cash Management Service) @

Program Income Reporting

ral Fellows, Honorary Awardees,
fonal Travelers, and other payees)

Financial Func

Award Functions &

tory (NSF-PAR):

Administration

User Management @
Research Administration &

Look Up NSF ID

Figure 1

Reviews & Meetings

Panelist Functions
{Travel and Reimbursement, Meeting Sign-in, Panel
Review System, Interactive Panel System)

l;ovide Reviewer Profile Information

Proposal Review
(Prepare Review, View/Save Proposal for Review,
Interactive Panel System)

Figure 2

Provide Reviewer Profile Information

Research.gov.

@ Linking Reviewer Information is only for those users who have received notice from NSF through email to provide their information in

NSF now requires all meeting participants to manage profile information in Research.gov. You will not be able to participate until you have
completed this one-time process. You may need to provide additional information such as organizations and demographics.

Invitation Code (10 characters, e.g., 123A567B8C) @ Where is my code?

< Back to My Desktop

Figure 3

Verify Your Email Address

x

O You will need to verify your email address to continffe. A one-time passwoli has been sent to
generate a new one pr contact the NSF Help Desk at 1 (800) 381-1532 or

10 minutes. If you can't find it or it has expired, you cg
Rgov@nsf.gov.

T@gmail.com and will expire in

One-Time Password (6 digits)

Note: For security purposes, you will receive two emails, one to your Research.gov account email and one to the email listed above.

Figure 4
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Provide Reviewer Profile Information (continued)

After submitting your invitation code, you will be navigated to a five-step wizard to enter reviewer profile information including
organizational affiliations, demographic information, academic and professional references, and preferred contact information
for reviewer/meeting activities. All information can be updated at any time by accessing “My Profile” in Research.gov.

Step 1: Organizational Affiliation(s) Provide Reviewer Profile Information

» Indicate if you have been affiliated with any

organizations in the past 12 months. (Figure 5) } 2. Affiiation Details % Dermsmesiel

» If you select “No”, click “Next” to continue.

) y . Organizational Affiliation(s) in the Past 12 Months
» If you select “Yes”, you will need to add your

organizational affiliations.

* Required

Organizational affiliations are used to manage reviewer selection.

Im o'jtan_t NOt - lfyou already haVe an * In the past 12 months, have you been affiliated with an organization?
Organlzatlon'approved ro,e (e-g-’ PI ro,e) at NSF; O No. I have not been affiliated with an organization in the past 12 months

then “Yes” will be automaﬁca”y selected by default O Yes. | am currently affiliated or have been affiliated with an organization in the past 12 months
and the “No” option will be disabled. (Figure 8)

Figure 5

Add . O . t. * In the past 12 months, have you been affiliated with an organization?
1 ng rganlza ion (S) O No. I have not been affiliated with an organization in the past 12 montns
« - . ) @ Yes. | am currently affiliated or have been affiliated with an organization in the past 12 months
*  When “Yes” is selected, a field will appear for
A A o0 A Search for an organization below by name. Matching results will be returned along with the organization's SAM.gov (2" unique entity ID (UEI).
you to add your organizational affiliation(s). If your organization is not isted, you may add your own by selecting "Oher (Please Specily).”

(Figure 6) * Organization(s) Search by Name

"

»  Search for your organization by typing the name
of the organization in the field. If the organization e
is registered in SAM.gov, then it will appear in . exsts, Us
the list along with the organization’s SAM.gov- o '
issued Unique Entity ID (UEI) and address.
Select the organization from the list. (Figure 6) AERED G

* Organization(s) Search by Name

[Q TEST University x]

Other (Please specify)

» If your organization is not in the system, you can 1. [ o7 Dnteeeaiy 5
add the organization by selecting the “Other UEL 00000000000
(Please specify)n 0pt|on (Flgure 7) 123 Alpha Street, Austin, TX 12345, US

* Other Organization (Please specify)

* If you have been affiliated with more than one 2.| Other (Please specity) United States Institute C
organization in the past 12 months, click "Add
Additional Organization“ and repeat the
process to add the other organizational Figure 7
affiliations. (Figure 7)

< Add Additional Organization

iy
fav

» If necessary, you can delete an organization you
entered using the trash can icon. (Figure 7)

Helpful Tips

* Unique Entity Identifiers (UEI) are issued by the System for
Award Management (SAM). Please refer to SAM.gov. Note
that completion of the SAM registration process may take up
to one month.

¢ Click “Next” to continue.

Important Note: If you already
have an organization-approved

role (e.g., Pl role) at NSF, then
the organization(s) affiliated

* In the past 12 months, have you been affiliated with an organization?

No. | have not been affiliated with an organization in the past 12 months

With your role(s) Wi” be Iisted_ Yes. | am currently affiliated or have been affiliated with an organization in the past 12 months

YOU CannOt delete these Search for an organization below by name. Matching results will be returned along with the organization's SAM.gov (7 unique entity ID (UEI). If your organization is not listed, you may
Organizations from the Iist. add your own by selecting "Other (Please specify).”

Howﬁver, youbcan ingfilcatedif . ?rg;:;:I';;':lsiLZi::;by o OJ I have not been affiliated with this organization in the past 12 months

you have not been affiliated in .

the past 12 months with the T

organization(s) by clicking the Oehar Organizaon (Please spee)

check box next to it. (Figure 8) 2. Other (Please specify) United States Institute B8

Figure 8


https://www.research.gov/research-web/content/aboutaccountmanagement
mailto:rgov@nsf.gov
https://sam.gov/content/home

1 Account Provide Reviewer Profile Information (continued)

4

Provide Reviewer Profile Information

Step 2 . Affi I iation Detai Is 1 Organizational Affiation(s) v 3. Demographic Information 4 Additional Information 5_Review & Confirm

+  If your organization is registered in Affition Details
SAM.gov, the organization address will be resn
Organization(s) that are not currently saved in NSF systems require more information. Addresses that have been pre-populated cannot be edited for organizations that have already been
pre-pOpU Iated - E nter yOU r registered in SAM gov (7.

Department/Office/Subunit. (Figure 9). Srganizatons can e ecies aer n Wy Protla

» If your organization is not registered in

SAM.gov, you must enter the required P
address fields denoted by a red asterisk (*), fustin TX1395, U3

* Department/Office/Subunit

along with your
Department/Office/Subunit. (Figure 10)

Figure 9
+ If you are currently affiliated or have been

affiliated with more than one organization in

the past 12 months, yOU must Select a Enter your organization or department's address. It will be used to help identify you in case of a duplicate name. This can be edited later in My Profile.

Primary Organization from the list. If you - Country

have an organization-approved PI role, this Select County

selection will not affect any proposal “Strest Address Strest Adress (e 2)

preparation or submission activities in

Research.gov or Grants.gov. (Figure 11) o E— " Fostal Gode
C Click “Next”. * Department/Office/Subunit

Figure 10

Primary Organization

You indicated that you are currently affiliated or have been affiliated with more than one organization in the past 12 months. Please select
your primary organization to help manage reviewer selection. This will not affect proposals.

* Primary Organization

Select Primary Organization

Figure 11

Step 3: Demographic Information Provide Reviewer Profile Information

«  Complete the required fields denoted Sy — e e ——
by a red asterisk (*). (Figure 12)

Demographic Information

. If you have previous|y provided your NSF asks for demographic data relating to gender, ethnicity/race and disability to gauge whether our programs and other opportunities in science and technology are fairly reaching and
e . ) benefiting everyone regardless of demographic category; and to ensure that those in under-represented groups have the same knowledge of and access to programs, meetings
demog ra ph |C |nfo rmat'on |n ‘vacancies, and other research and educational opportunities as everyone else. For more infermation, read the Privacy Act Statement.
Research.gov or FastLane, that * Required
|nformat|on W|” be pre_populated * Gender (Please select one} * Ethnieity (Please select one)
. O male O Hispanic or Latino @
Review your responses and make any O Femate O Not Hispanic o Latno

O Unspecified, or another gender identity O Do not wish to provide

necessary updates.

© Do not wish to provide

° CI |Ck 13 Next” . * Race (Please select all that apply) * Do you. have ﬂ disability? (P.Ieass select one)
Race Definitions © What is considered a disability?
. [ American Indian or Alaska Native O ves
+ Important Note: Your Demographic 0 Asen O o
[ Black or African American O Do not wish to provide

Information Wi” nOt be Shared With [J Native Hawaiian or Other Pacific Islander
your Organizational Contacts. D white

[ Cther (Please specify)
0 Do not wish to provide

Figure 12


https://www.research.gov/research-web/content/aboutaccountmanagement
mailto:rgov@nsf.gov

Account Provide Reviewer Profile Information (continued)

Step 4: Additional St

Information :():] Helpful Tips

»  Complete the required
fields denoted by a red * Preferred Email Address for Review/Meeting Activities will be the email address
asterisk (*). (Figures 13 NSF will use for review activities related to panels, site visits, advisory committees,
and 14) subcommittees, and committees of visitors only. Adding this preferred email

. address will not affect your primary, secondary, or organizational email address

- ff you have pre\{lously information in the Account Management System.
provided your highest
degree, areas of expertise, * Preferred Phone Number for Review/Meeting Activities may be used during an
or professional references, active panel, site visit, advisory committee, subcommittee, or committee of visitors
this information will be pre- meeting for NSF staff to contact you if you are unreachable via email. This is not for
populated. Review your texting purposes and will not affect your other contact information in the Account
responses and make any Management System.
necessary updates. .

You must provide at least one area of expertise but may not provide more than five.

+ Click “Next”.

Provide Reviewer Profile Information

1. Organizational Affiliation(s) v 2. Affiliation Details «* 3. Demographic Information v 4. Additional Information 5. Review & Confirm

Additional Information

* Required

NSF asks for professional information to enable program officials to manage reviewer selection, as well as related merit review functions. For more information, read the
Privacy Act Statement

Contact Preferences for Review/Meeting Activities

* Preferred Email Address for Review/Meeting Activities €
O CKPoneUAT@gmail.com

O CKPoneUATSecondary@gmail.com

O Other (Please specify)

* Preferred Phone Number for Review/Meeting Activities €
O (M 1-111

O Other (Please specify)

O Do not wish to provide

Figure 13

Degree

" Highest Degree

Select Highest Degree

Area(s) of Expertise

Select up to five items that best describe your area(s) of expertise.
If your area of expertise is not listed, you may add your own by selecting “Other (Please specify).”

* Area(s) of Expertise Add up to five

1. Select Area of Expertise

+ Add Area of Expertise

Professional References

ORCID iD & 16-digits i.e., 1234-1234-1234-1234

Websites (.g., Organizational faculty, staff profile, or professional website, LinkedIn, Google Scholar)
Websites may be used for NSF selection of reviewers

+ Add Website

Figure 14
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Account Provide Reviewer Profile Information (continued)

Step 5: Review & Confirm

* Review your information for accuracy and click “Submit”. (Figure 15)

Provide Reviewer Profile Information

1. Organizational Affiliation(s) v 2_Affiliation Details v 3. Demographic Information «* 4 Additional Information «* 5. Review & Confirm

Review & Confirm

Organizational Affiliations

TEST University {UEL: XXOOKKKK) (Primary) United States Institute
O View SAM Legal Business Name 123 Beta Street
123 Alpha Street College of Law

College of Enginzering Arlington, TX 12346, US
Austin, TX 12345, US

Demographic Information

Gender
Male

Race
American Indian or Alaska Native

Ethnicity
Hispanic or Latino

Do you have a disability?
No

Additional Information

Preferred Email Address for Revi ing Activiti Pr Phone Number for Review/Meeting Activities
CKPonelUAT@gmail com (111) 1111111
Highest Degree

AS - Associate in Science (2000)

Area(s) of Expertise

Atmospheric Chemistry

ORCIDID ©

Nane Provided

Websites.

\Websites may be used for NSF selection of reviewers
testsite. com &'

mmysite.com

Figure 15

Submission Confirmation

* View the success message on My Profile to confirm you have successfully provided your reviewer profile
information. (Figure 16)

* Important Note: The information you provided will not be immediately viewable and editable on My Profile.
You must sign out of Research.gov and then sign back in again to view and edit My Profile information-
Please see the View and Edit My NSF Account Profile Information job aid for detailed instructions on
accessing and updating My Profile.

My Profile

For NSFID

@ ‘YYou have successfully provided reviewer information for your Research.gov account. This information will be available to edit the
next time you sign in to your Research.gov account. You can proceed to Panelist Functions or Proposal Review in FastLane for
reviewer activities.

Contact Information Demographic Information Academic/Professional Information

© Update your profile information here. If you have a role at an organization, you can update your organization-specific
information on View My Roles.

Name
LucyUATdemo MulveyUATdemo Figure 16
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Account View and Edit My NSF Reviewer Account Profile

Information

Once you have a National Science Foundation (NSF) account and completed the one-time process to provide your reviewer
profile information, you can view and edit your account profile information at any time via the View/Edit My Profile page. Follow
the step-by-step instructions below to update your account information including contact information, demographic information,
and professional information.

Step 1: Access the View/Edit My Profile page
p y p g ReseaI'Ch,GOV [E Register | Home | Contact | Help | About
*  Open Research.gov SO ThE Nor CommuniTy
» Click “Sign In” located at the top right of the screen. (Figure 1) Figure 1
*  Enter your credentials (e.g., NSF ID and password) and click “Sign | @ NsfUserSigntn
In.” (Figure 2) NSF Aceount Organization Credentials @ Login.gov Credentials
» Click “My Profile” from the top right of the screen. (Figure 3) — e - O LOGIN.GOV
Important Note: You can also access the View/Edit My Profile page | s = . e
by clicking on “View/Edit Profile” located on the left navigation .
bar. (Figure 4)
Step 2: Edit your Contact Information o
» Click “Edit” at the bottom of the Contact Information tab on the My Figure 2
Profile page. (Figure 5)
«  Enter your updated contact information and click “Save”. (Figure 6)|. Research.cov elcme st st o e e Jeat i | st

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

Important Note:

« If you change your primary email address (i.e., the email address used to create your
NSF account), NSF will send you a verification email. You must verify the updated 8 de wen
email address within four hours or your account email address will revert back to your My Profile
last verified email address. My Profile

For NSFID

7 Change Password
My Profile Contrctmormston | Donagepheiomaion | rctemicPratonens et
For NSF ID

Figure 3

View/Edit Profile

Organizations and Roles

Contact i D i i i View My Roles

@ Update your profile information here. If you have a role at an organization, you can update your organization-specific
information on View My Roles.

 Required

@ Update your profile information here. If you have a role at an organization, you can update your organization-specific Frefix Add a New Role

information on View My Roles SelectPrefc

* FirstName Widdle Nomefniil * Last Name Quick Links

Name sane o
Jane Doe About Account Management
Alternate Name(s) surtx
None Provided Seiectsuc

Figure 4

Primary Email Address @ (For NSF Account Password Recovery)
Jane DosUAT@gmail.com

Alternate Name(s) (¥izkname, Farmer Name, 2tz

Secondary Email Address © o
+ Primary Email Address © (For NS Account Passuord Resove:
Jane DOEUAT @american.edu v 5

Jane DosUAT@gmail.com

Preferred Email Address for Review/Meeting Activities ©

Jane DOEUAT@american edu Secondary Email Address @

Phone Number Jane DOEUAT @american edu
(123) 123-4567

* Preferred Email Address for Review/Meeting Activities ©
Preferred Phone Number for Review/Meeting Activities @

Jane DOEUAT @american edu
(123) 123-4568

Phone Number Extension

(123) 1234567

Preferred Phone Number for ReviewMeeting Activities @ Extension
“ ey

Figure 5

Figure 6

To ensure compliance with NSF’s policy of allowing only one
NSF account per user, you will not be able to save any email
addresses to your account profile that are associated with

another NSF account.
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Account

View and Edit My NSF Reviewer Account Profile

Information (continued)

Step 3: Edit your Demographic Information

* Click “Edit” at the bottom of the Demographic
Information tab on the My Profile page. (Figure 7)

»  Enter your demographic information for Gender, Race,
Ethnicity and Disability status and click “Save”. (Figure
8)

Important Notes:

» Submission of the requested demographic
information is required for reviewers and individuals
with an organization-approved PI role. Until
responses to all demographic questions are provided,
the “Save” button will be disabled. (Figure 8)

The “Other” option for the Race question will open an
optional free text field for entry. (Figure 8)

My Profile

For NSFID

Contact i Demographi i demic/P

NSF asks for demographic data relating to gender, ethnicity/race and disability to gauge whether our programs and other
opportunities in science and technology are fairly reaching and benefiting everyone regardless of demographic category; and to
ensure that those in under-represented groups have the same knowledge of and access to programs, meatings, vacancies, and
other research and educational opportunities as everyone else. For more information, read the Privacy Act Statement

Gender

Unspecified, or another gender identity
Race

White

Ethnicity

Not Hispanic or Latino

Do you have a disability?
No

Edit

Figure 7

My Profile

For NSFID

Contact D AcademiciProfessional Information

NSF asks for demographic data relating to gender, ethnicity/race and disability to gauge whether our programs and other
opportunities in science and technology are fairly reaching and benefiting everyone regardless of demographic category: and to
ensure that those in under-repi groups the same and access fo programs, meetings, vacancies, and
other research and educational apportunities as everyone else. For more information, read the Privacy Act Statement

* Required

* Gender (Please salect one) * Ethnicity (Please select one)
O Male J Hispanic or Latina €
2 Female & Not Hispanic or Latina
@ Unspecified, or ansther gender identity
2 Do not wish to provide

© Do not wish to provide

* Race (Please select all that apply) * Do you have a disability? (Plzase select ong)

Race Definilions @ What is considered a disability?

L) American Indian or Alaska Native O Yes

() Asian & No

[ Black or African American

[ Native Hawaiian or Other Pacific
Islander

White

Other (Please specify)

© Do not wish to provide

(Do nalwish o provide

“ e '

Figure 8
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Account

View and Edit My NSF Reviewer Account Profile

Information (continued)

Step 4: Edit your Academic/Professional Information

Click “Edit” at the bottom of the Professional
Information tab on the My Profile page. (Figure 9)

Reviewers can add a new Organizational Affiliation by
clicking on the “Add New Organization” button and
searching for the Organization by name or use the “Other”
option to enter one manually. (Figure 10)

Organizational Affiliations cannot be deleted by reviewers,
but reviewers can indicate that they are no longer affiliated
with an organization. (Figure 11)

You may select a different primary Organizational
Affiliation by selecting one from the drop-down. (Figure
12)

Enter your updated academic and professional
information, including Highest Degree, Area(s) of
Expertise, ORCID iD and Websites, and click “Save”.
(Figure 13)

Important Notes:

= Highest Degree and Area(s) of Expertise are required
for Pls and reviewers and optional for all other users.
(Figure 13)

= Upon selection of your Highest Degree, you will be
prompted to provide the Year Completed. (Figure 13)

= If your Area(s) of Expertise is not listed, you may
enter a free text entry using the “Other” option.
(Figure 13)

Enter your organization or department's address. It will be used to help identify you in case of a duplicate name

I O ! have not been afiliated with this organization in the past 12 months |
* Country

United States

*Street Address Street Address (Line 2)
100 Test Street Suite B

*City * State/Territory * Postal Code
Alexandria Alabama 12345

* Department/Office/Subunit

Department of Law

Figure 11

[ Test University - XXXXXXXXXXXX

Primary Organization

Please select your primary organization to help manage reviewer selection. This will not affect proposals.

* Primary Organization

(al
Select Primary Organization
Test University - XXXXXXXXXXXX
ABC123

My Profile

For NSFID

Contact Information Demographic Information Academic/Professional Information ‘

@ Update your profile information here_ If you have a role al an organizafion, you can update your erganization-specific
information on View My Roles

NSF asks for professional information to enable program officials fo manage reviewer selection, as well as related merit review
functions. For more information, read the Privacy Act Statement.

Organizational Affiliations

TEST University X ABC123 United States Institute

(UEL X0C000000000) (Primary) 100 Test Street [UEL: 300000000000

@ view SAM Legsl Business Name Suite B @ View SAM Legal Business Name
123 Test University Street Department of Law 500 Alpha Street

Department of Law Alexandria, AL 12345, US Office of Law Studies
Alexandria, AL 12345, US Alexandria, AL 12345, US

Mo longer affiliated

Highest Degree

BA - Bachelor of Arts (2000}
Area(s) of Expertise
Biochemistry - Chemistry
Computer Networks|

Other - Climate Systems
Other - Law Organizations
ORCID D @
0000-0001-5109-3700
Websites

Websites may be used for NSF selection of reviewers

mywebsite com

Figure 9

Organizational Affiliations

Organization(s) that are not currently saved in NSF systems require more information. Addresses that have been pre-populated
cannot be edited for organizations that have already been registered in Sam.gov (4. Organizational affiliations cannot be deleted, but

you can indicate that you are no longer affiliated with the organization.
Add New Organization

Figure 12

Figure 10

* Highest Degree * Year Completed

BA - Bachelor of Arts 2000

Area(s) of Expertise

Select up to five items that best describe your area(s) of experfise
If your area of expertise is not listed, you may add your own by selecting “Other (Please specify).”

* Arca(s) of Expertise Add up fo five * Other (Please specify)

1. | Biochemistry - Chemistry 0}

2. | Other (Please specify) Climate Systems o

<+ Add Area of Expertise

Professional References

ORCID iD 9 18-digits 1.8, 1234-1234-1234-1234

0000-0001-5109-3700
Websites (e.g.. Organizational faculty. staff profile, or professional website, Linkedin, Google Scholar)
Websites may be used for NSF selection of reviewsrs.

mywebsite_com

+ Add Website

o

Figure 13
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View and Edit My NSF Reviewer Account Profile

Information (continued)

When updating my primary email, what do | do | E&&
if | accidentally delete the verification email S
sent by NSF? p———

View My Roles

»  Select the “View/Edit My Profile” option. (Refer to s ee e
Step 1 in the View and Edit My NSF Reviewer .

My Profile

For NSFID|

Contact Information Demographic Information Academic/Professional Information

e a role at an you can update your

About Account Management

Account Profile Information job aid) e

Name

Alternate Name(s)
None Provided

*  Within the Contact Information tab on the My

Primary Email Address © (<

Profile page, click “Pending Your Verification” i
located to the right of the primary email address. iseriasid
(Figure 14) (o s 0
« Select “Click here to Resend the verification link
email”. (Figure 15) =1
* A new verification email will be sent to your pending Figure 14

primary email address (i.e., the updated email
address entered in Step 2 in the View and Edit My
NSF Reviewer Account Profile Information job aid).

This is your informafion for your NSF account. If you need fo chang

Important Note: NSF will send you a verification 40 50 ¢ testaccount@nsf gov is pending verfication. You X
email. You must verify the updated email address have four hours from the fime the change
within four hours or your account email address Name | oecumed to verify this email address. After four
will revert back to your last verified email address. Mr. Ald hours, the verification link will expire and the last

| werfied email, wiill
If the four hours have passed, the resend Al | repopulated as your primary email
verification email option will not be available and Profes, [Ficr e to Resend e vermcanon ik smai ]
you will need to restart the process by updating PriMaly e e e e e e
your email address again. (Refer to Step 2 in the testaccount@nst.gov €9 Pending Your Verification

View and Edit My NSF Reviewer Account Profile

Information job aid) Figure 15
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Account View and Edit My NSF Reviewer Account Profile

Information (continued)

?
How do | change my password? Change Password

+ Select the “View/Edit My Profile” option. (Refer to For Research.gov and FastLane
Step 1 in the View and Edit My NSF Reviewer
ACCOU nt Proﬁle |nf0|"mati0|’] JOb ald) Enter your current password and then create a new password.

+ Click “Change Password” located in the left Current Password Your password needs o:
naVigation bar. (Figure 14) © Have at least 8, but no more than 20 characters

New Password @ Avoid using spaces

» Update your password and click “Change
Password.” (Figure 16) © Meset 3 of the 4 rules:

At least one lowercase letter
Confirm Password
At least one capital letter

*  Once your password is successfully changed, you will Mt
receive a password change notification on the screen. Atleast one of the permitted special characters # & % 1 @ ()
(Figu re 1 7) Note: you cannot re-use your last 6 passwords

= e

*  You have successfully changed your password!

Figure 16
* Click “Continue to Research.gov My Desktop” to

keep working. (Figure 17)

Change Password

For Research.gov and FastLane

@ Ssuccess - Password Changed

Your password has been successfully changed in Research.gov and FastLane

In the future, if you need to change your password, click the "My Profile” link on the top right of the page and select "Change Password"

Continue to Research.gov My Desktop

Figure 17
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Account View My Reviewer/Meeting Participant

Information

The View My Roles page shows the organizational roles you have requested which are pending approval or disapproval from
your organization’s Administrator as well as your existing approved roles. Individuals who are reviewers will also see
reviewer/meeting participant information including reviewer organizational affiliations displayed on this page. You may view and
edit your organizational affiliations, preferred phone number and email for review activities by following the step-by-step process
below.

Access the View My Roles page View My Rolos

© If you are a reviewer or meeting participant afiiiated with an organization, you can update your information in My Profile. To remove

* Open Research.gov
an active role from an organization you are no longer affiliated with, contact the organization’s administrator. To remove a Proposed

O Click “Sign In” located at the top rlght of the screen. Postdoctoral Fellow role, contact the NSF Help Desk at 1 (800) 3311532 or raovi@nsf.gov.

» Enter your credentials (e.g., NSF ID and password) and click P —

13 s H ”
|g n I n. Organizational Affiliations for Review Activities @ Phone Number for Email for Review Activities Actions
Review Activities

(123) 123-4568 Jane.DoeTEST@test.com Edit in My Profile

+ Click “My Profile” located at the top right of the screen.
(UEL: XXXXXXXXXXXX) (Primary)
© View SAM Legal Business Name

+ Click “View My Roles” from the left navigation bar.

ABC 123

+ The “View My Roles” page displays the following Unted S e

(UEL XXXXXXXXXXXX)

information: @ e 523 Legar uzness s

o Reviewer/Meeting Participant Information: Displays all

your organizational affiliation(s) that are active or have |
been active in the past 12 months if you are a reviewer. If B
. . . . . nization Name % Work Phone *  Work Email %  Action
you are not a reviewer, this information will not be =
o g There are currently no Requested Roles.
displayed. (Figure 1)
o Requested Role(s): Displays all organizational roles that |
you have requested that are pending approval from your i
organization’s Administrator. (Figure 1) | Actve Roec)
Organization Name “*  Work Phone $  Work Email #  Action
O ACtIve ROIe(s): Dlsplays a" your approved ©  Test University (123) 233-5234 Jane.DoeTEST@test.com Edit Your Contact Info
organizational roles. (Figure 1) e e o e o Corzels)
Role(s) % DateAdded *
How do | change organization contact information if | Principal Investigator / co-Princpal Investigator (P1} 02262025 [ Primary Organization®
am a reviewer?
« Click “Edit in My Profile” in the “Action” column located on Figure 1

the right side of the Reviewer/Meeting Participant Information
table. (Figure 1)

*  You will be navigated to the “Contact Information” tab on
My Profile where you can edit your preferred email address
or phone number for review/meeting activities. You can
update your organizational affiliation(s) on the
“Academic/Professional Information” tab on My Profile.
Please see the View and Edit My NSF Account Profile
Information job aid for detailed instructions on accessing and
updating My Profile.

How do | change organization contact information if |
am a PI, co-Pl, or Proposed Postdoctoral Fellow or |
have another organizational-approved role?

* Please see the following job aids for detailed instructions on
viewing requested and active organizational roles:

¢ View My Organizational Roles — Requested Roles

¢ View My Organization Roles — Active Roles
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